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PREFACE 

This book, which is the First Part of the complete textbook Typtwriiing: Touch 
arid Tabular, is intended to meet the demand for a textbook of typewriting which 
covers the requirements of short term students in Day Commercial Schools, 
Evening Continuation Classes, and Private Colleges. 

The book is suitable for use with any standard typewriter; the Exercises are 
graded and introduced in a logical sequence; the Instructions are clear and 
concise; the method of counting and setting out tabular work is fully explained, 

and the authors are hopeful that the book will meet with the approval of teachers 
and students alike. 


Some of the exercises have been taken from the examination papers of the 
Faculty of Teachers in Commerce, and the authors acknowledge their indebted¬ 
ness and tender their grateful thanks to the Executive of that body for their 
kind permission to incorporate such exercises in the book. 
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A WORD TO STUDENTS 

By “Touch Typewriting” is meant the ability to locate the position of the keys simply by sense 
of touch. 

Correct fingering is necessary to ensure ease of operation and the ultimate attainment of a 
high speed. Let accuracy be your first aim; speed comes from painstaking practice alone. 

Sit straight in front of the machine ; sit upright; do not bend over the machine. Sit easily 
and comfortably, with the arms close to the sides. There should be no wnst movement—the 
fingers, slightly bent, should do all the work. 

Cultivate a light uniform touch. The pxmctuation marks should be struck lightly; otherwise 
they will penetrate the paper and indent the platen. 

Do not try to work through the book in the shortest possible time. If necessary, an exercise 
should be gone over several times until a perfect copy can be made. Even for advanced students, 
it is a good plan to commence each day’s work with a “finger loosening” practice on the whole 
alphabet, such as is provided in Exercise 13. 

And remember this: There is no royal road to Touch Typewriting. Without your help, 
the best teacher in the world cannot make you a touch typist. Touch Typewriting is simply 
a matter of will-power and the ability to “stick it.” 

“ The WILL is veritably the King of the whole Mental Kingdom. He is the Boss of the Job. 
You are your own master—make of yourself what you will.” 


AND A WORD TO TEACHERS 


In these days, when modern methods are in demand in business of every kind; when production 
in ever 3 rthing is being speeded up; when typewriters are being produced with gadgets which 
do almost everything for the operator but spell (gadgets which are so little used), can you, as 
a teacher, afford to carry on with the antiquated methods of thirty or forty years ago ? Modem 
machines require modern methods! 


It is a well-known fact that many teachers dislike “getting up” a new textbook they 
“know” the old one. But, if you are to succeed, you must progress and adapt yourself to 
modem methods and conditions. This textbook will show you how. 


Do not be content to “look over” the exercises and “wish” you could do them. Get down 
to it and work them out for yourself, so that you can show your students how Typewriting 
should be done. It is worth your while —IT WILL PAY YOU. 


X 



TYPEWRITING: 
TOUCH AND TABULAR 



INTRODUCTION 


The keys of the typewriter are not arranged in alphabetical order, and therefore the first thing 
to do is to learn the new order in which the letters of the alphabet are arranged. They should 
be gone over and over again so that the student may be able to repeat them in columns from 
left to right and vice versa^ and, later on, also in columns up and down. They are most easily 
learned by taking one row at a time and keeping at that row until it has been thoroughly 
mastered. 

In the preliminary stages of memorizing the keyboard, the three keys, carrying fractions, on 
the extreme right of the keyboard can be conveniently ignored. Bearing this in mind, a 
glance at the chart will show that each forefinger must operate two keys in each row, while 
the second, third and fourth fingers each operate only one key in each row. (When the three 


keys mentioned are introdu'^ed, in Exercise 31, it will be found that each of them is operated 
by the fourth finger.) And remember this : each individual key is operated by one and the same 
finger only and always —interchange of fingers on the keys is fatal to success. 

See that the paper, together with the backing sheet, is inserted so that the left edge of the 
sheet is at 0 on the scale. For the first few exercises, set the left-hand margin stop at 10, and 


the bell-trip so that the bell will ring at 70. When the bell rings, finish the word you are 
typing before returning the carriage. 

The carriage is returned by means of the line space lever, the one movement taking back 
the carriage and bringing the paper forward for a new line. 

The line space regulator should be set so as to bring the paper forward the desired line 
space each time the carriage is returned. 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 1 

Place the chart beside the machine where it can be easily seen—you must learn to locate the 
keys by looliing at the chart rather than at the keyboard. Place the hands above the keyboard, 
the little fingers resting lightly on “A’* and semicolon respectively. The third, second, and 
first fingers of the left hand will rest on S, D, and F, while the corresponding fingers of the right 
hand will rest on L, K, and J. Collectively, these keys are known as the “Acwie keySy” but 
A and the semicolon are called the guide keys.^^ As each forefinger must operate two 
keys in each row you must learn to “stretch*^ the left forefinger from F to G, and the right 
forefinger from J to H. That is the reason why in the following Exercise, the left forefinger, 
having struck G returns to F and the right forefinger having struck H returns to J, the fourth 
fingers all the while hovering above the guide keys, “ A ” and semicolon. 

Now run over the letters in this row, tapping the space bar with the right thumb once after 
each group— 


asdfgf ;lkjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 


asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 


asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 


asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 
asdfgf ;Ikjhj 


Repeat this again and again until the keys can be properly struck with the correct fingers 
and without looking at tlie keyboard. And remember this: mere pressure of the keys is not 
suflBcient. The keys must be struck : the action must be quick ; the touch, staccato. 


EXERCISE 2 

Having memorized the order in which the keys in this row are arranged, and acquired the 
ability to find each key and finger it evenly and correctly, proceed to type three lines of each 
of the following words, tapping the space bar once after each word. The space bar must be 
operated by the thumb only, and most operators find it most convenient to use the right thumb. 

Notb. In this and the following exercises, until the use of the shift key is explained, the 
lower case (or small) letters only are used. The use of capitals is unnecessary in these single 
word exercises. In typing the following words, let the action of the fingers be rhythmic and 
regular, like the ticl^g of a clock. Do riot strive after speed. Accuracy should be your first 
aim ; speed will come later. 

Type three lines of each of the following words, working down the columns rather than 
across. If any word presents a difficulty it should be practised until it can be typed without 
hesitation. 


Short Words on the “A” Row 


all 

ass 

gag 

fall 

gall 

lass 

hash 

shall 

ash 

lag 

add 

hall 

dash 

sash 

lash 

glass 

Jag 

hag 

lad 

slag 

glad 

gash 

gaff 

salad 

sag 

dad 

fad 

sags 

saga 

shah 

daff 

flash 

gas 

has 

ask 

dall 

fads 

flag 

gala 

slash 

had 

fag 

sad 

half 

Jags 

lads 

gags 

flask 
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INSTRUCTIONS FOR FINGERING 

EXERCISE 3 


Having thoroughly mastered the keys in the “A” row, the “Q” row must next be learned. 
The little fingers should rest on “Q” and “P*’ respectively, and thus each finger will fall 
naturally over the keys which it has to operate, the left forefinger, of course, taking R and T, 
and the right forefinger taking U and Y. Now, run over the letters in the following order, 
striking the keys lightly, sharply, and regularly. Repeat until the line can be tyj)ed easily and 
without error. 


qwertr 

qwertr 

qwertr 

qwertr 

qwertr 

qwertr 


poiuyu 

poiuyu 

poiuyu 

poiuyu 

poiuyu 

poiuyu 


qwertr 

qwertr 

qwertr 

qwertr 

qwertr 

qwertr 


poiuyu 

poiuyu 

poiuyu 

poiuyu 

poiuyu 

poiuyu 


qwertr 

qwertr 

qwertr 

qwertr 

qwertr 

qwertr 


p 0iuyu 
poiuyu 
poiuyu 
p 0iuyu 
poiuyu 
poiuyu 


qwertr 

qwertr 

qwertr 

qwertr 

qwertr 

qwertr 


poiuyu 

poiuyu 

poiuyu 

poiuyu 

poiuyu 

poiuyu 


EXERCISE 4 

When the “ Q ’* line of keys has been mastered, type, without looking at the keyboard, tiiree 
lines of each word in the following exercise. Refer to the chart for the correct fingering. The 
words in this exercise require only the letters contained in the “ Q” row. 


Short Words on the “ 0 ” Row of Keys 


woe 

row 

ere 

tot 

were 

type 

peer 

pity 

pyre 

wet 

our 

try 

eye 

wipe 

quip 

wire 

trow 

pour 

wry 

rue 

per 

wit 

your 

wiry 

rite 

pope 

ewer 

pro 

err 

tit 

out 

prop 

eyre 

pert 

prey 

rope 

rot 

rut 

too 

pop 

rote 

port 

yore 

poet 

riot 

tie 

pet 

toy 

tip 

wrot 

trio 

twit 

pure 

tory 

you 

rip 

two 

yew 

roup 

tyre 

trot 

pier 

tour 

put 

top 

yet 

pup 

true 

prow 

tyro 

pout 

poop 

pew 

ure 

pie 

pry 

rout 

trip 

tree 

weir 

peep 


EXERCISE 5 

This exercise combines with the “ Q ” row the letters from the line below—A and S for the 
left hand and L and semicolon for the right hand. The purpose of this exercise is to accustom 
the student to pass from one row of keys to another, smoothly and without effort, and to bring 
the fingers back to position on the guide keys “A” and semicolon. Repeat this exercise until 
it can be executed without error and without hesitation. Use the right thumb for the space 

bar. 


sqwerta Ipoiuy 
sqwerta Ipoiuy 
sqwerta Ipoiuy 
sqwerta Ipoiuy 
sqwerta Ipoiuy 
sqwerta Ipoiuy 


sqwerta Ipoiuy; 
sqwerta Ipoiuy; 
sqwerta Ipoiuy; 
sqwerta Ipoiuy; 
sqwerta Ipoiuy; 
sqwerta Ipoiuy; 
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sqwerta Ipoiuy 
sqwerta Ipoiuy 
sqwerta Ipoiuy 
sqwerta Ipoiuy 
sqwerta Ipoiuy 
sqwerta Ipoiuy 


sqwerta 

sqwerta 

sqwerta 

sqwerta 

sqwerta 

sqwerta 




TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 6 


This exercise introduces words which require the letters contained in both the “Q” and 
“A” rows. Type at least three lines of each word—^more if any word should present any 
difficulty. 


Words on the “ O ” and “A” Rows 


just 

order 

apply 

prefer 

dearest 

greatest 

hear 

refer 

those 

please 

greater 

referred 

dear 

reply- 

addle 

regard 

lottery 

surprise 

will 

twill 

these 

regale 

ordered 

regarded 

ease 

lease 

large 

toward 

replied 

earliest 

with 

sweet 

after 

f eared 

twilled 

yourself 

week 

early 

great 

rather 

request 

herewith 

this 

goods 

short 

thread 

earlier 

seaports 

peal 

forge 

trial 

though 

without 

pleasures 

leap 

jetty 

trust 

regret 

trusted 

aggregate 

wish 

yards 

happy 

fourth 

worsted 

therefore 


EXERCISE 7 

Before going on to the third (or “ Z ’*) row of keys, it is advisable to go back to the “ Q ” row 
to obtain additional practice on that row which, it will be observed, contains four of the five 
vowels. Type at least three lines of each word, ta kin g the columns vertically. And remember 
this: It is the painstaking student who eventually makes good. 



Additional Words on the 

“ 0 ” Row 


route 

wrote 

writer 

report 

tripper 

reporter 

trite 

quite 

porter 

proper 

require 

property 

write 

quire 

ropery 

retort 

twitter 

prettier 

tower 

query 

repute 

equity 

rupture 

torturer 

power 

quiet 

tiptoe 

rioter 

requite 

totterer 

quote 

queue 

topper 

retire 

torture 

propriety 

quoit 

equip 

outwit 

uproot 

yewtree 

prototype 

wirer 

tutor 

puppet 

output 

utterer 

etiquette 

toque 

tripe 

poorer 

purity 

outpour 

typewriter 

trout 

trier 

priory 

poetry 

purport 

proprietor 


INSTRUCTIONS FOR THE USE OF 

THE SHIFT KEYS 


So far, all the exercises have been typed with the characters which are contained in the lower 
case. Note. “Lower case” letters are those which are obtained without depressing the shift 
key; “Upper ease ” letters are those which are obtained by striking a key whilst the shift key 
is depressed or locked. 
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INSTRUCTIONS FOR THE USE OF THE SHIFT KEYS 

In the following Exercise (8) an initial capital will be required at the beginning of each 
phrase. A single capital letter is obtained by depressing the shift key to its full extent and keeping 
it depressed until the desired character has been struck. The student should guard against 
falling into the habit of releasing the shift key before the desired letter has been struck. The 
fault mentioned results in the capital letter being out of alignment, and it may result in showing 
part of both the upper and lower case characters. 

If the initial capital is to be struck with a finger of the left hand, depress the shift key on the 
right-hand side of the keyboard, but if the capital is to be struck with a finger of the right hand, 
depress the shift key on the left-hand side of the keyboard. The fourth finger is always used 
on the shift key. Immediately the shift key is released, the little finger automatically goes back 
to position on the guide key. 


EXERCISE 8 

T^^e each of the following phrases at least twelve times, or until they can be done without 
the slightest hesitation. After each fuU stop, the space bar should be tapped three times. In 
doing this, the right and left thumbs should be used alternately, the right thumb being used 
first. The full stop, whicli will be found on the bottom row of keys, should be struck lightly, 
and alvxxys with the third finger. 


Short Phrases on 

the “ 0 ” and “A** Rows 

We regret. 

I regret to hear. 

Last week. 

We are surprised. 

This week. 

Yours faithfully. 

First rate. 

Faithfully yours. 

As we hear. 

That is the rule. 

If there is. 

Your last letter. 

All the way. 

At your earliest. 

Yours truly. 

I regret to state. 

Postal order. 

Registered letter. 

First quality. 

We are sure there is. 

I see there is. 

With regard to yours. 

Please forward. 

All parts of the world. 

Please quote us. 

We are sure that you will. 

As well as usual. 

We hope you are satisfied. 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 9 

We have now to memorize the remaining letters of the alphabet. The “Z” row should be 
gone over and memorized in the same manner as the “ Q ” and “ A ” rows. There being no vowels 
m this row, it is impossible to write any words with the letters contained in this row only The 
little fingers should rest on “Z” and “i” Practise this line until you are satisfied that you 
know the position of each key and can find it vdthout effort. 


zxcvbv 

i. 

, mnm 

zxcvbv 

i. 

, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 


, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

i. 

, mnm 

zxcvbv 


, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

h 

< 

, mnm 

zxcvbv 

I* 

j mnm 

zxcvbv 


, mnm 

zxcvbv 

i. 

, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

1 

2 • 

, mnm 

zxcvbv 

i. 

, mnm 

zxcvbv 

i. 

, mnm 

zxcvbv 

i. 

, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

h 

, mnm 

zxcvbv 

h 

, mnm 


EXERCISE 10 

This exercise combines with the “Z” row the following letters &om the row above—A and 
S for the left hand, and L and the semicolon for the right hand—each group finishing on the 
guide keys A*' and semicolon. This exercise should be gone over until the fingers can pass 
smoothly from one row of keys to the other. 


szxcvba 

szxcvba 

szxcvba 

szxcvba 

szxcvba 

szxcvba 


1^. 

,mn; 

li. 

,mn; 

li. 

,mn; 

n. 

,mn; 

u. 

,mn; 

ih 

,mn; 


szxcvba 

szxcvba 

szxcvba 

szxcvba 

szxcvba 

szxcvba 


1^, ,iDn; 
l|. , mn; 
l|. , mn; 
1^. , mn; 
l|. , mn; 
1^, , mn; 


szxcvba 

szxcvba 

szxcvba 

szxcvba 

szxcvba 

szxcvba 


, mn; 
l|. , mn; 
l|. , mn; 
l|. , mn; 
l|. , mn; 
l|. , mn; 


szxcvba 

szxcvba 

szxcvba 

szxcvba 

szxcvba 

szxcvba 


EXERCISE 11 

The words in this exercise require the letters in both *‘A” and “Z” rows. Type at least 
three lines of each word. 


Words on the “A” and “ Z ** Rows 


can 

bask 

smash 

naval 

canal 

vandals 

man 

mass 

knack 

annal 

slack 

ballads 

and 

lack 

banks 

madam 

snack 

vassals 

jam 

band 

flash 

gangs 

banal 

bananas 

ham 

sand 

clash 

black 

gland 

almanac 

dab 

clam 

scald 

bland 

clans 

scandal 

nag 

hand 

gnash 

chalk 

clank 

salaams 

mad 

snag 

shank 

flank 

chasm 

clansman 

cad 

scan 

cabal 

hands 

bands 

Valhalla 
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FINGERING EXERCISES 


EXERCISE 12 

The beginner is likely to find this the most difficult exercise yet attempted, as only the 
"Q” and ‘‘Z” rows of keys are used, the letters in the row having to be passed over. 
Remember that the guide keys are “A” and semicolon, and the little ffiigers should always 
return to these keys. Type three rows^of each word in the first three columns, and six lines of 
each of the longer words in the last three columns. 




Words on the “ Q ” and 

“ Z ** Rows 


envy 

queen 

winnow 

eminent 

quotient 

executive 

rein 

pence 

entire 

reunite 

tincture 

promotion 

tent 

onion 

repute 

written 

eternity 

opportune 

obey 

inure 

revere 

quieten 

reverent 

unconcern 

pump 

unity 

temper 

inquiry 

quixotic 

quintette 

item 

tunic 

untrue 

precept 

overtime 

retention 

tint 

reeve 

import 

unrivet 

perceive 

interrupt 

unto 

every 

outcry 

trumpet 

uncommon 

pronounce 

emit 

wince 

prince 

opinion 

rebounce 

recipient 

romp 

woven 

quiver 

emperor 

remember 

intercept 

rice 

topic 

exempt 

tempter 

exertion 

primitive 

twin 

rebut 

income 

untwine 

improper 

extremity 


EXERCISE 13 

Before passing on to exercises in which all the letters of the alphabet will be required, this 
dxeroise is introduced to enable the student to finger the complete alphabet and to pass from 
one row of keys to another without the slightest hesitation. Indeed, it is recommended that 
this exercise should be practised for a few minutes each time the student sits down to the 
machine. 

Set the margin at 10, and allow three spaces after the first complete set of characters in each 
line. Concentrate on the fingering shown on the chart, and go slowly at first, increasing the 
speed as the exercise becomes easier. And strike the keys sharply—do not “slur” them. 


abcdefghiJklmnopgrstuvwxyz., 
abcdefghijklmnopqrstuvwxyz., 
abcdefghijklmnopqrstuvwxyz. , 
abcdefghijklmnopqrstuvwxyz., 
abcdefghijklmnopqrstuvwxyz. , 
abcdefghijklmnopqrstuvwxyz., 


abcdefghijklmnopqrstuvwxyz. , ; 
abcdefghijklmnopqrstuvwxyz.,; 
abcdefghijklmnopqrstuvwxyz. , ; 
abcdefghijklmnopqrstuvwxyz. , ; 
abcdefghijklmnopqrstuvwxyz. , ; 
abcdefghijklmnopqrstuvwxyz. , ; 


a— 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 14 

Working from the guide keys “A” and semicolon, type six lines of each of the following 
words. If the fingering presents any difficulty, find the keys by reference to the chart—don’t 
look at the keyboard. 


Words on the “ Q,” “A,” “ Z ” Rows 


mentioned 

evidently 

extremely 

knowledge 

continual 

ignorance 

labourers 

reference 

informers 

keyboards 

interests 

respected 


licensing 

zealously 

youngster 

limelight 

cupboards 

contented 

juveniles 

institute 

statement 

something 

companion 

frequents 


exhausted 

privilege 

universal 

principle 

elephants 

belonging 

societies 

secretary 

exchanges 

afternoon 

directors 

extension 


organised 

exercises 

facetious 

discharge 

questions 

adjourned 

abilities 

calendars 

valuation 

sincerely 

congenial 

copyright 


important 

cognisant 

franchise 

emphasize 

curiosity 

unbalance 

insurance 

relations 

dexterity 

gentlemen 

customary 

shorthand 


REPEATED LETTERS 


EXERCISE 15 

When a letter has to be repeated there is sometimes a tendency on the part of beginners to 
“slur** the fingering of one of the letters—that is, not to depress it to its full extent—the result 
being that the impression of one of the letters is very faint. This can be avoided by regular 
and rhythmic fingering. In typing the following exercise see that each of the repeated letters 
is sharply struck and not “slurod.** 


Exercise on Repeated Letters 


wheel 

cross 

rolls 

queer 

queen 

quaff 

occur 

quell 

terry 

cheer 

happy 

allow 


bottom 

morrow 

better 

battle 

copper 

bidder 

fallen 

wooden 

potter 

button 

access 

appear 


rubber 

ribbon 

banner 

simmer 

greedy 

padded 

gallon 


Hill 


wallow 

cannot 

follow 

esteem 


gladden 

affable 

immoral 

biggest 

baggage 

balloon 

terrify 

luggage 

twitter 

rolling 

account 

collect 


occasions 

accidents 

cannibals 

immortals 

afflicted 

addressed 

committee 


referring 

trimmings 

necessity 

attention 

passenger 


accidental 

correction 

immemorial 

immaterial 

committing 

carelessly 

faithfully 

professors 

accordance 

battledore 

aberration 

commercial 
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SHORT BUSINESS PHRASES ON “ Q” “A” AND “Z” ROWS 


EXERCISE 16 

Before commencing this exercise, the student should revise the “Instructions on the Use 
of the Shift Keys,” preceding Exercise 8. Type each phrase at least twelve times. Strike the 
full stop lightly with the third finger of the right hand, and tap the space bar three times after 
each full stop, using the right and left thumbs alternately. 

Short Business Phrases on the “ 0*’* “A” and “ Z *’ Rows 
Monday morning. Necessary attention. 

Early attention. We shall be pleased. 

On this subject. We are in a position. 

Additional cost. Best of your ability. 

We can quote you. Statement of account. 

I can assure you. Your obedient servant. 

By return of post. You will be surprised. 

Your lowest price. As soon as convenient. 

Deeper and deeper. Let us have your reply. 

Early convenience. I am inclined to think. 

Best of my ability. According to agreement. 

Additional expense. Balance of your account. 

Declare a dividend. We shall be glad to hear. 

Deliver immediately. Statement of your account. 

As well as possible. We will arrange the matter. 

We have your letter. In your reply to my letter. 
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TYPEWRITING: TOUCH AND TABULAR 


EXERCISE 17 

Exercise on “Z,” “X” and the Punctuation Marks 

The purpose of this exercise is to accustom the student to finding the positions of the letters 
”Z” and "X” and the punctuation marks. Three lines of each word should be typed. In the 
first line, each word should be followed by a comma; in the second line change the punctuation 
mark to the semicolon, and in the last line substitute the period, like this— 


Zinc, 

zinc. 

zinc. 

zinc. 

zinc. 

zinc. 

zinc, 

zinc. 

zinc. 

zinc; 

zinc; 

zinc; 

zinc; 

zinc; 

zinc; 

zinc; 

zinc; 

zinc; 

zinc. 

zinc. 

zinc. 

zinc. 

zinc. 

zinc. 

zinc. 

zinc. 

zinc. 

axis, 

axis. 

axis, 

axis, 

axis. 

axis, 

axis. 

axis. 

axis. 

axis; 

axis; 

axis; 

axis; 

axis; 

axis; 

axis; 

axis; 

axis; 

axis. 

axis. 

axis. 

axis. 

axis. 

axis. 

axis. 

axis. 

axis. 

zero, 

zero, 

zero, 

zero. 

zero. 

zero. 

zero. 

zero. 

zero, 

zero; 

zero; 

zero; 

zero; 

zero; 

zero; 

zero; 

zero; 

zero; 

zero. 

zero. 

zero. 

zero. 

zero. 

zero. 

zero. 

zero. 

zero. 


Now type three lines of each of the following words in the manner shown above, striking the 
punctuation marks very lightly. 


quiz 

exert 

except 

citizen 

exordium 

dizziness 

jazz 

oxide 

frenzy 

zealous 

civilize 

proximity 

oxen 

ozone 

zenith 

bizarre 

taxation 

deodorize 

zest 

affix 

bazaar 

exhibit 

doxology 

oxygenate 

axle 

axiom 

expand 

oxidize 

exercise 

dexterous 

lazy 

azure 

oxalic 

laziest 

uxorious 

excellent 

zeal 

exist 

blazon 

denizen 

flexible 

dexterity 

crux 

braze 

puzzle 

examine 

excavate 

emphasize 

flax 

phlox 

zigzag 

lazaret 

vexation 

xylophone 

text 

index 

convex 

zoology 

Zeppelin 

zealously 

zone 

dozen 

zither 

crazily 

citizens 

amazement 

buzz 

annex 

zodiac 

extract 

exacting 

extremely 
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SENTENCES REQUIRING THE INITIAL CAPITAL ONLY 


In typing the “Speed Sentence” Exercises which follow, it is unnecessary to set the bell to 
ring. The carriage should be returned at the end of each sentence. 

EXERCISE 18 

Type the following sentences five times as shown. Separate each group by two line spaces. 
The margin should be set at 10® on the scale. 

I am glad to notice your success with the latest models. 

I am glad to notice your success with the latest models. 

I am glad to notice your success with the latest models. 

I am glad to notice your success with the latest models. 

I am glad to notice your success with the latest models. 

We trust you will give the offer your kind consideration. 

We trust you will give the offer your kind consideration. 

We trust you will give the offer your kind consideration. 

We trust you will give the offer your kind consideration. 

We trust you will give the offer your kind consideration. 

Advertising is the key which unlocks the door of success. 

Advertising is the key which unlocks the door of success. 

Advertising is the key which unlocks the door of success. 

Advertising is the key which unlocks the door of success. 

Advertising is the key which unlocks the door of success. 

In response to your request for our illustrated catalogue. 

In response to your request for our illustrated catalogue. 

In response to your request for our illustrated catalogue. 

In response to your request for our illustrated catalogue. 

In response to your request for our illustrated catalogue. 

Facility in penmanship may be rapidly attained by practice. 

Facility in penmanship may be rapidly attained by practice. 

Facility in penmanship may be rapidly attained by practice. 

Facility in penmanship may be rapidly attained by practice. 

Facility in penmanship may be rapidly attained by practice. 

Referring to your interview with our representative yesterday. 

Referring to your interview with our representative yesterday. 

Referring to your interview with our representative yesterday. 

Referring to your interview with our representative yesterday. 

Referring to your interview with our representative yesterday. 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 19 

Sentences Requiring the Initial Capital only 

Type the following sentences in groups of five as shown in the previous exercise. Leave a 
double space between groups. For this exercise set the margin at 20®. 

Think of ease but work on. 

Monopoly is bad for business. 

An executor may witness a will. 

The goods have not yet arrived. 

Prevented illness needs no cure. 

You must pay in purse or person. 

Profiteering is bad for business. 

Build on the things that are yours. 

Be severe with nobody but yourself. 

Necessity never made a good bargain. 

Punctuality is the soul of business. 

A thing of beauty is a joy for ever. 

Zeal wants both feeding and watching. 

Every man must be his own supervisor. 

Fortune never favours those who wait. 

Do not be impatient of your progress. 

Acts go swifter to heaven than prayers. 

The time for delivery is far too short. 

The telegraphic reports are favourable. 

Defeat is only for those who accept it. 

Eternal vigilance is the price of gain. 
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SENTENCES REQUIRING THE INITIAL CAPITAL ONLY 

EXERCISE 20 


Sentences Requiring the Initial Capital only 

Type the following sentences in groups of five as before. In this exercise, the margin should 
be set at 15^. 

A potind of pluck is worth a ton of luck. 

Truth crushed to earth shall rise again. 

Curiosity is the source of all discovery. 

Please let us have your cheque by return. 

Verbosity is cured by a large vocabulary. 

Nothing but honesty ever really succeeds. 

Experience is stinging and getting stung. 

Attempt the end and never stand to doubt. 

We can accommodate two cars in our garage. 

Willing to wound and yet afraid to strike. 

The only way to have a friend is to be one. 

Verily in the midst of life we are in debt. 

It is a fine thing to make yourself needed. 

If a man has faith in his power he can wait. 

We shall hold you responsible for the damage. 

We are sorry that we cannot accept your offer. 

Our agent will be instructed to call upon you. 

We are in receipt of your letter of yesterday. 

Your order shall receive our prompt attention. 

Health is the most natural thing in the world. 

We never rise higher than our best intentions. 
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TYPEWRITING: TOUCH AND TABULAR 


EXERCISE 21 

The student is recommended to “run over” Exercise 13 several times before commencing 
the following exercise. Type each word at least twelve times, and oftener if necessary. 


Longer Words on the “ 0»” “A,” “ Z ” Rows 


compromise 

particular 

principles 

comparison 

exhibition 

unemployed 

individual 

discharged 

inadequate 

elementary 

jeopardize 

government 


twelvemonth 

undesirable 

switchboard 

undoubtedly 

inseparably 

observation 

unfortunate 

devastating 

description 

electricity 

unrighteous 

interesting 


satisfactory 

intoxicating 

consequently 

subsequently 

compensation 

suspiciously 

inconvenient 

considerable 

acknowledges 

expectations 

perpetuation 

horticulture 


qualification 

circumstances 

unpunc tuality 

entertainment 

manufacturers 

unfortunately 

consideration 

thoroughfares 

extravagantly 

distributions 

paraphernalia 

consecutively 


THE TYPING OF FIGURES—THE HYPHEN 


The keyboard of most standard machines is so arranged that the figures 1 and 0 are repre¬ 
sented by the lower case “1” and the upper case “O” respectively; that is, the “smallel” and 
the “capital O.” On such machines, the “1” and “O” are struck with the third finger of the 
right hand. 

If the machine is equipped with a complete top row of figures firom 1 to 0, the “ 1 ” is taken 
with the fourth finger of the left hand and the ** 0 ” with the fourth finger of the right hand. 

But on every machine, whether it has a complete set of figures or not, the fingering of the 
figures from 2 to 9 remains the same cUioays. 

It should be noticed that on machines not equipped with the complete row of figures, the 
figures, 9, 0, 1 are all struck with the third finger of the right hand. 

In Arabic numerals the figure 1 is Tiever represented by the capital “I.” 

The student should guard against taking the “2” with the fourth finger. That only brings 
trouble. A look at the chart will show why—the fingering is not interchangeable. 

On most standard machines the hyphen follows the figure “9 ; on machines equipped with 
a complete row of figures the position of the hyphen vanes. But wherever it may be placed 
the hyphen is always struck with the fourth finger of the ri^t hand. 
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THE TYPING OF FIGURES 


EXERCISE 22 

Practise the following exercise until all the figures can be found and fingered without hesita¬ 
tion. When the left-hand shift key has been used to obtain the “0,” the foxirth fijiger of the 
left hand should immediately return to position on the guide key ‘‘A.’* 


12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 


12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 


12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 


12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 


12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 
12345 67890 


EXERCISE 23 

Type twelve lines of the following figures from 10 to 19. This exercise may, with advantage, 
be extended ad lib. so as to include all numbers up to 99. Keep your eyes on the chart—it will 
enable you to find the figures more easily. 


10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 24 

Sentences Requiring the Initial Capital only 

Type the following sentences in groups of five as previously shown. Leave a doable space 
between groups. For this exercise set the margin at 16®. 

You should never hurry unless you are in haste. 

There is no intellectual wealth without memory. 

Practice is the best teacher and makes perfect. 

We have had some delay in regard to this order, 

I have benefited very much by my recent holiday. 

He that can have patience can have what he will. 

Labour is the only prayer that is ever answered. 

A sense of ignorance is the beginning of wisdom. 

Lack of necessity to hustle is bad for business. 

Indolence always failed in life and always will. 

If a thing is worth doing it is worth doing well. 

We should like to ship these by the next steamer. 

Night brings our stars as sorrow shows us truths. 

Ideals are not so much for capture as for pursuit. 

Many a man halts on the very threshold of success. 

The vote of censure of him was passed unanimously. 
Whatever is worth doing at all is worth doing well. 

A man may lose his goods for want of demanding them. 

A good name is rather to be chosen than great riches. 
Incorrect spelling is very detrimental to the typist- 



UPPER CASE CHARACTERS—COMMERCIAL SIGNS 

EXERCISE 25 


Upper Case Characters—Commercial Signs 


The commercial signs appearing in the “upper case” of the top row of keys, as well as the 
question, period, per cent and colon, must be memorized in the same manner as the other 
characters. But these signs are not so easily memorized as the ordinary letters and figures, 
there not being the same familiar “rotation.” For this reason it is advisable to return to this 
exercise again and again. Memorize the signs in three groups, as arranged for fingering, in this 
fashion— 


Quotation, Solidus, @, Pound; 

Underscore, Ampersand, Apostrophe, Left and Right Brackets; 
Question, Period, Per cent, Colon. 


Type the following exercise in double spacing very many times, commencing with the third 
finger of the left hand on the quotation mark, and finishing up by taking the question mark, 
period, and per cent with the second, third, and fourth fingers, the guide finger coming back to 
position by striking the colon—the guide key. 


V@£ () ?.%: 

"/@£ () ?.%: 

" /@£ () ?. %: 

"/@£ () ?.%: 


"/@£ () ?. 

"/@£ () ?. 

"/@£ () ?. 

"/@£ () ?. 


%\ "/©£_&'() 
%\ "/@£ () 
%\ ' 7 @£_&'() 
%\ " /@£ _&' () 


?. %; ' 7 @£ -&' () 
?. %\ ' 7 @£ -&' () 
?. %\ ' 7 @£ _&' () 
?. %\ ' 7 @£ () 


THE USE OF THE UNDERSCORE 

In ordinary printing, words which it is desired to emphasize can be printed in italic type, 
but this is not possible on the typewriter which is limited to one style of type only. And so 
words which in ordinary print would be italicized are, in typewriting, emphasized by means of 
the underscore. 

The underscore is used to emphasize any desired word or phrase; for foreign words which 
have not become Anglicized; for subject headings in letters and statements; for titles of books, 
magazines, newspapers, essays, plays, and ships, and for the t5rpiiig of the lines above and 
below the totals of columns of figures. 

When the words which it is desired to underscore have been typed, the carriage is ret\imed 
to the point at which the underscoring is to commence; the shift key is locked, and the under¬ 
score key struck as often as may be necessary. The shift lock is then released, and the work 
continued. 

Note. When imderscoring, do not return the carriage by means of the line space lever, 
which would restdt in bringing the paper forward—^the imderscoring must come immediately 
below the line of type. 
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TYPEWRITING: TOUCH AND TABULAR 


EXERCISE 26 

Type the following extract in double spacing, using a margin of 16°. Set the bell to ring at 
70°. Be careful to unlock the shift key when the necessary underscoring is completed. 

The Garrick Theatre, London, was opened on April 24, 

1889, by Sir John Hare. During the opening season The Pro¬ 
fligate , by Sir Arthur Pinero, was produced. The most im¬ 
portant piece of the next season was A Pair of Spectacles , 
by Mr. Sydney Grundy. During 1891 Sir A. Pinero's Lady 
Bountiful was followed by a revival of Robertson's School , 
and in 1892 by Mr. Sydney Grundy's A Pool's Paradise . The 
Notorious Mrs. Ebbsmith , by Sir A. Pinero, was staged in March, 
1895. In July, Madame Rejane visited the theatre, and. pro¬ 
duced Madame Sans-Gene and Ma Cousine . In April, 1896, The 

Rogue'3 Comedy , by Mr. Henry A. Jones, and The Greatest of 

* 

These , by Mr. Sydney Grundy, were the chief presentations. 

More recent productions have been Mr. Anthony Hope's Pinkerton' s 
Peerage (1902); Madame Sarah Bernhardt's appearance in Fran¬ 
cesca da Rimini (June, 1902); Mr. H. A. Jones's Whitewashing 
Julia (1903); the adaptation from the French, The Arm of the 
Law (1904); Mr. W. J. Locke's The Morals of Marcus (1906) 
and Idols (1908); and Henry Bernstein's Samson (1909). 
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INTRODUCING UPPER CASE CHARACTERS 


EXERCISE 27 

Introducing Upper Case Characters in Addition to Capitals 

Type the following sentences in groups of five, in single spacing, as shown, setting the left 
margin at 20®. 

"All's well that ends well". 

"All's well that ends well". 

"All's well that ends well". 

"All's well that ends well". 

"All's well that ends well". 

"Keep your eyes on the Copy". 

"Keep your eyes on the Copy". 

"Keep your eyes on the Copy". 

"Keep your eyes on the Copy". 

"Keep your eyes on the Copy", 

When are you going to Scotland? 

Say "I will" and not "I can't". 

"Who is it? Who is it?" he asked. 

A man's best things are nearest him. 

One man's meat is another man's poison. 

Trade expenses (Rent) should be debited. 

Henry (my cousin) stayed one week with me. 

The Telegraphic Address is "Valetta, London". 

Did ye not hear it? No; 'twas but the wind. 

The Prince of Wales is the King's eldest son. 

The boy replied as follows; "I am not guilty". 

Leave out the "a.m." and substitute "o'clock". 

Our Slogan is "Small Profits and Quick Returns". 

You should subscribe to the "Commercial Journal". 


19 



TYPEWRITING: TOUCH AND TABULAR 


THE TYPING OF SUMS OF MONEY 


Considerable difference of opinion exists in regard to the manner in which sums of money 
should be represented in typewriting, but the authors are of opinion that the method in use 
throughout this book is logically the best. 

When a sum of money occurs in the body of a sentence the “ £ *’ sign should be written before 
the figures representing poimds, and a hyphen should divide pounds from shillings, and shillings 
from pence. There should be no space between the “ £ ” sign and the figures which follow; neither 
should there be any space before or after the hyphens. If there are no pence in the amount, the 
number of shillings should be immediately followed by the diagonal (solidus) and hyphen. 

Many firms, however, prefer to have the number of shillings followed by “s** and the pence 
followed by “d,” in which case these letters are followed by the period, but there must be no 
period after the number of pounds, e.g. £246 17s. lOd. Both methods are shown in the exercise 
which follows. 

When there are four figures and upwards in the pounds, the thousands and hundreds of 
thousands are pointed off from the right by means of the comma. 


EXERCISE 28 

Type each of the following sums twelve times— 


£9-4/- 



£26-17/- 

£390-15/- 


£5-6-9 



£23-14-10 

£671-18-3 


£2,371- 

-10-9 


£56, 897-].0-6 

£367,891-12-8 


£5,009- 

-11/- 


£17,316-4/- 

£247,983-19/- 


£9 4b. 

Od. 


£26 17s. Od. 

£390 15s. Od. 


£5 6s. 

9d. 


£23 14s. lOd. 

£671 18s. 3d. 


£2,371 

10s. 

9d. 

£56,897 10s. 6d. 

£367,891 12s. 

8d. 

£5,009 

11s. 

Od. 

£17,316 43. Od. 

£247,983 19s. 

Od. 


Note. A sum of money occurring in the body of a letter is usually typed in both figures and 
words, e.g.— 


The amount standing at your credit is £340-6-10 
(Three Hundred and Forty Pounds Six Shillings and 
Ten Pence). 


The 7 & K UnivQrsJty. Libxxjif 
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SENTENCE EXERCISE ON ALL FOUR ROWS OF KEYS 

EXERCISE 29 

These sentences include most of the signs on the keyboard with the exception of frae 
tions. Type in groups of five as shown, using a margin of 20°. 

I arrived at Crewe at 7 o*clock. 

I arrived at Crewe at 7 o'clock. 

I arrived at Crewe at 7 o'clock. 

I arrived at Crewe at 7 o'clock. 

I arrived at Crewe at 7 o'clock. 

300 articles @ 10/- each cost £150. 

300 articles @ 10/- each cost £150. 

300 articles @ 10/- each cost £150. 

300 articles @ 10/- each cost £150. 

300 articles @ 10/- each cost £150. 

One half of £1,564-16-8 is £782-8-4. 

Find the cost of £2,500 stock at 98, 

The salary required is £150 per annum. 

The sum of £298 was paid into the Bank. 

Commission on £252-10/- @ 2 % is £5-1/-. 

I paid interest @ 5 % on the debt of £100. 

The cost of 24 articles at l/3 is £1-10/-. 

The assets of the firm exceeded £2,000,000. 

The receipts in cash amounted to £285-18-9. 

Reduce £17-13-1 to the fraction of £12-6-10. 

Hours of Attendance:- 9.30 a.m. to 12.30 p.m. 

The door of the conservatory is 6' 6" x 2' 9". 

The measurement of the room was 20' 6" x 9' 9". 

The Bankrupt showed a deficiency of £1,236-10-4. 

The articles cost 2/6, 3/- and 4/3 respectively. 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 30 

Type the following sentences in groups of five as before, using a margin of 20°. 

Youth can afford to dare. 

Age does not dare to dare. 

We are ruled by our habits. 

More men are beaten than fail. 

You can't keep a good man down. 

The end must justify the means. 

Make the firm's interest yours. 

You must have a moral backbone. 

Live to satisfy your other self. 

Language is the dress of thought. 
Confidence is the basis of trade. 

The greatest enemy of man is man. 

Capacity never lacks opportunity. 

Hxmger is sharper than the sword. 

If you would have friends, be one. 

A picture is a poem without words. 

Honest service cannot come to loss. 

A man's duty is to keep his end up. 

Memory is the vital part of ABILITY. 
Posterity pays every man his honour. 

A generous action is its own reward. 

Sleep is sweet to the labouring man. 

Alms are but the vehicles of prayer. 
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EXERCISES ON FRACTIONS 


EXERCISE 31 

Fractions not requiring Shift Key 

Type each line of the following Exercises at least twelve times. Each of these fractions must 
be struck with the fourth finger. Refer to the chart for the correct fingering of the numbers 1 
to 9. Use single spacing; set the margin at 16^, and tap off three spaces between each group. 

li 2i zi 5i 6i 8i 9i 

li 2i 3| Ai 6| 7| 8| 9i 

li 2i 3i 4i 5i 6f 7i 8i 9i 

li 2| 3i 4i 5i 6i 7i 8i 9i 

EXERCISE 32 

Fractions requiring Shift Key 

The fractions in the following Exercise, being upper case characters, are obtained by means 
of the shift key. In every case, it is the left-hand shift key which is depressed. Follow the 
instructions given for Exercise 31. 

li 2i 3i 4i 5i 6i 7i 8i 9i li 2i 3i 4i 5i 6i 7i 8i 9i 

li 2i 3i 4i 5i 6i 7i 8i 9i li 2i 3i 4i 5i 6i 7i 8i 9i 

li 2i 3i 4i 5i 6i 7i Sf 9i li 2i 3i 4i 5i 6i 7| 8i 9i 


li 2i 3i 
li 2i 3i 
If 2f 3f 
1| 2| 3i 


4i 5i 6i 
4i 5i 6i 
4i 5| 6i 
4l 5l 6i 


7i 8i 9i 
7| ai 9i 
7| 8f 9| 
7| 8i 9| 


3—{0.144) 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 33 

Type the following sentences in groups of five as before, using a margin of 16®. 

Economy is the cheapest way of doing things. 

Terror is the most common source of cruelty. 

The more one knows, the more one simplifies. 

Men's faults do seldom to themselves appear. 

No man has a right to do less than his best. 

Mistaken blessings prove the greatest curse. 

Always be moderate, even in your moderation. 

Pride that dines on vanity sups on contempt. 

Character is what God and angels know, of us. 

The crooked tree will have a crooked shadow. 

The better wit is, the more dangerous is it. 

Get your job done and be ready for the next. 

No matter how well you are doing, do better. 

Every minute lost is a neglected by-product. 

The meanest Briton scorns the highest slave. 

The world knows nothing of its greatest men. 

He who would make a pun would pick a pocket. 

Discretion of speech is more than eloquence. 

Example is the lesson that all men can read. 

Fashion wears out more apparel than the man. 

A bird in the hand is worth two in the bush. 

A door without a lock is a bait for a knave. 

A fool must now and then be right by chance. 

A merry heart maketh a cheerful countenance. 
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ADDITIONAL SIGNS 


ADDITIONAL SIGNS 

There are two ways of superimposing one sign upon another. The first is to hold down the 

space bar and strike tot one and then the other character. The second way is to strike the tot 

character, back space, and strike the second. The tot method is the quicker and better. 

Type the following exercise exactly as shown. Set the left margin stop at 15°, which is the 

point at which the body of the work commences. To get the characters shown on the left margin 

of the page, depress the margin release key—in some machines the margin release lever—and 

draw or push the carriage back imtil the pointer is at 10° on the scale. Type the character 

required; then tap off four spaces, which brings you to the starting point of the paragraphs at 
16° on the scale. r e r 




t 


EXERCISE 34 


When a separate character is not provided, the figure 


"1” is represented 
ital "I”. 


by the small "el” -- never by the cap- 


The figure "0" is represented by the Capital "0". 


This may represent "Inverted Commas" (Quotation Marks) 
It may also represent "ditto" in tabular work; it is 
the sign for "inches" and may also represent "seconds" 
in terms of latitude. 


The apostrophe is used to represent (1) "feet"; (2) 
"minutes" in terms of latitude, and (3) a single "quota¬ 
tion mark". 


X 

/ 



The hyphen may be used as a "minus" sign; with a space 
before and after, it represents the dash, but a dash 
is preferably represented by a repeated hyphen, thus -- 
with a space before and after. This is the practice 
followed throughout this book. 

The small "x" represents the multiplication sign. Ex¬ 
ample: - 7i X 5 X 3|. 


The solidus, or diagonal, is used for shillings, and 
for contractions as in B/L (Bill of Lading); a/c (Ac¬ 
count); A/s (Account Sales). It is also used in the 
expression "and/or", and in making fractions not provided 
for on the keyboard, as 9/16, 15/32. 

/ 

(Cent). This is represented by the small "c" intersec¬ 
ted by the diagonal. 


Where the semicolon is not provided on the keyboard, it 
is obtained by combining the colon and comma. 
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TYPEWRITING: TOUCH AND TABULAR 


The division sign is a combination of the hyphen and 
colon. 


! (Exclamation mark.) This is simply the apostrophe above 
the period. 

e (Diaeresis.) Strike the quotation mark above the letter 
"e”. 

q (Cedilla.) This is a combination of the small "c" and 
the "comma". 


$ (Dollar.) This is represented by capital "S" intersec¬ 
ted by the diagonal; it is not a very satisfactory imita¬ 
tion. 


/- (Caret. ) Lock the shift key; hold down the space bar, 
and strike the solidus and the underscore. 


EXERCISE 35 

Additional signs requiring the use of the Variable Line Spacer 

= (Equation.) To make this sign, strike the hyphen; 

back space; then after turning the platen slightly for¬ 
ward by means of the variable line spacer, strike another 
hyphen immediately below the first. Remember to turn 
the platen back to its original alignment before strik¬ 
ing the next letter. 


^ (Asterisk.) The asterisk (or star) may^be imitated by 
striking the hyphen on top of the small "x". As this 
sign is generally used above the ordinary typing line, 
it will be necessary, before typing the sign, to turn 
back the platen by means of the variable line spacer. 

-f (Plus.) This sign may be represented by superimposing 

the apostrophe on the hyphen. If the machine is slightly 
out of alignment, it may be necessary, after striking the 
one apostrophe, to back space, turn forward the platen 
by means of the variable line spacer, and strike another 
apostrophe. If this sign (plus) is not provided on the 
keyboard, it will generally be found more convenient to 
write the word "plus" in full, or to fill in the sign with 
the pen. 

§ (Section.) Strike the letter "s" (large or small). 

Back space. Turn forward the platen by means of the 
variable line spacer and strike another "s". 
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HOW TO CENTRE HEADINGS 


(Decimal Point,) The full stop inserted after the platen 
has "been brought back a little by means of the variable 
line spacer gives this sign perfectly, as in 7*2, But 
in a piece of work requiring the frequent use of the 
decimal, the full stop in its usual position will generally 
be found quite suitable. 

(Recurring decimal.) Having typed the desired figures, 
turn back the platen a little by means of the variable 
line spacer and insert the necessary dots, thus;- 

.142857, .428571, .857142. 

(Degree.) Turn back the platen slightly by means of 
the variable line spacer and use the small "o”. 

HOW TO CENTRE HEADINGS 

An accurately centred heading undoubtedly adds to the appearance of a typewritten sheet, 

and ACCtTRATE CENTRING IS ONLY A MATTER OF SIMPLE ARITHMETIC, aS the following rules will 

show— there i$ never any need Jar guesswork. 

(а) Suppose the heading to be centred is ‘‘Chamber of Commerce.” Count the number of 
letters and spaces necessary. In the example given, you will find there are 17 printing spaces, 
and, allowing one space between words, you will require 19 spaces in all. An ordinary 4to 
sheet is 8 in. wide, and an ordinary typewriter writes 10 spaces to the inch. Therefore, a 4to 
sheet will accommodate 80 spaces to the line, of which the centre will be 40. (Actually, there 
are 81 spaces, because the typewriter scale counts from 0.) Divide by 2 the 19 spaces required 
and subtract the result from 40; this will give you the starting point. Thus, 19 -J- 2 = 9J. 
Ignore the fraction. Subtract 9 from 40; 40 — 9 = 31, which is the starting point. Note. It 
is entirely unnecessary to set the left margin stop when centring a heading—run the carriage 
along to the desired point by means of the carriage release lever. The heading should then 
appear accurately centred, like this— 

Chamber of Commerce 

(б) The preceding example is given in ordinary type. If the heading is desired in capitals 

it is usual to allow two spaces between words, in which case the number of spaces required 
would be 21. 21 2 = lOj. 40— 10 = 30, which is the starting point— 

CHAMBER OF COMMERCE 

(c) If the heading is desired in spaced capitals, the simple rule is: Count the number of 
actual letters in the heading and count one space between words. (This is the same number as 
given in Example (a).) Then subtract the whole number from the centre of the scale, and begin 
at thefoll^r^ number. Thus, 40 — 19 = 21; therefore, 22 is the starting point. When typing 
the heading in spaced capitals, tap off three spaces between words, thus— 

CHAMBER OF COMMERCE 

When the apostrophe occurs in a heading no space is allowed for it if the heading is in spaced 
capitals; but if the heading is not in spaced capitals the apostrophe must be counted as one 

space. 

When a word of two letters, such as “to” or “by” is to be centred, as in the following 
Exercise, bring the carriage to 39 on the scale; hold down the space bar and strike the first 
letter; release the space bar; depress it again and strike the second letter. 
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EXERCISE 36 

Centre the items given below according to the rules given on the previous page. 

BOOKS OP THE MONTH 

VIOLENCE AND VOLUME 

by 

Catherine Carsewell 
-oOo- 

OVER THE LIBRARY COUNTER 

^y 

Aishie Pharall 

-oOo- 

# 

ALICE IN ORCHESTRA LAND 

by 

Ernest La Prade 
-oOo- 

THE STORY OP GARDENING 

by 

Richardson Wright 
-oOo- 

TREATISE ON RIGHT AND WRONG 

by 

H. L. Mencken 


— oOo — 
28 
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CENTRING ON WORK REQUIRING A WIDE MARGIN 


CENTRING ON WORK REQUIRING 

A WIDE MARGIN 


It ehould be noted that the rules for centring given previous to Exercise 36 are intended for 
use if the matter is to be typed with (as nearly as possible) the same margin on either side. But 
if the matter is to be typed with a wide margin on the left side, as in Specifications, then the 
following is an infallible rule. 


Settle the point at which the left margin is to be set and the point at which the line of work 
is to finish. Subtract the marginal number from the finishing point and divide by two. Add 
the result to the marginal number and the result will give the centring point. The three 
following examples will show clearly what is meant. 


(a) Suppose the left margin to be 16 and the finishing point 75. The number of spaces 
between these points is 60. Half of 60 is 30, which, added to the marginal number of 16, gives 
45 as the centring point. 


(6) If the left margin be 20 and the finishing point 70, the number of spaces between these 
two points is 60. Half of 50 is 26. Add this 25 to the marginal number of 20 and the resulting 
centring point is 46. 

(c) If the left margin be 20 and the finishin g point 75, the number of spaces between these 
two points is 66. 65 H- 2 = 27 J. Make it 28. Add the 28 to the margin of 20 and the centring 
point will be 48. 


It would be a mistake, however, to assume that all centring is done on 4to paper and on a 
scale of 80®. Try centring on paper of various widths, post cards, etc. Insert the sheet or card 
so that its left edge is at “O’* on the scale, and find out to what space on the scale the paper 
extends. Half of that number is the centring point. For example, if a 4to sheet is folded so as 
to make it octavo, the centre will be found to be about 26 or 26® according to the size the paper 
has been cut. 
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HINTS AND INSTRUCTIONS 


HINTS AND INSTRUCTIONS 

W ith regard to Spacing, Punctuation Marks and 
Paragraphing 

Never begin to operate the machine without seeing that the left margin and bell trip are 
properly set for the work you are about to do; also see that the line space regulator is set so as 
to give the requisite space between lines. 

Insert the paper in the machine so that the left edge coincides with “ 0 ” on the scale. In 
doing a piece of work which requires several sheets of typewritten matter see that the margin 
on each sheet is the same. 

The rules for the use of punctuation marks are as follows— 

There must be no space between the last letter of a word and the punctuation mark which 
follows. 

Allow one space after a comma; two after a semicolon and a colon, and three after a period. 
But if the period marks an abbreviation in the middle of a sentence, only one space is allowed 
after that period. 

Allow three spaces after an interrogation or exclamation mark when occurring at the end 
of a sentence, but, when occurring medially, only two spaces should be allowed. 

There should be no space before or after a hyphen, but a space must be left before and after 
a dash which, in typewriting, is represented by the hyphen. Many operators, however, prefer 
to represent the dash by striking the hyphen twice. 

When a colon and dash are employed together, only one hyphen is required; there must be 
no space between the two characters, but a space must intervene between the dash and the 
first letter of the following word. 

When quotation marks or parentheses are used, there must be no space between such marks 
and the words enclosed therein. 

The ampersand (&) should never be used to represent the conjunction “and” in the body 
of a sentence. This sign should be used only in the names of firms and companies. 

Each new paragraph should be indented ; in other words, it should commence several spaces 
in from the regular margin. The usual indentation is five spaces or ten spaces, as the operator 
may desire, but the indentation should never exceed ten. In letter writing, a new paragraph 
should commence with each new subject or phase of the subject. 

Quotations occurring in letters, essays, etc., are generally vTitten with single spacing, and 
every line of the quotation is indented to the same extent. 

Quotation marks are necessary only at the beginning and end of a paragraph, not, as is 
sometimes seen in ordinary print, at the beginning of each line. If there are several para^aphs 
to be quoted, a quotation mark is put at the beginning of each paragraph but at the end of the 
last one only. 

Every typewritten sheet should be carefully read over in search of errors before being taken 
from the machine; corrections are much more easily made before the removal of the paper than 
after. ^ ^ 
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TYPEWRITING: TOUCH AND TABULAR 

Type the following Exercise as shown. Use double spacing; set the margin at 16 and the 
bell to ring at 64. 

EXERCISE 39 
OLD DAVID 

"I've never been in a hurry all my days, and 
I've never rued it". 

A decent old farmer is quoted as having said 
this towards the end of his long earthly pilgrimage. 

It must seem a strange confession — almost 
incredible -- to those of us who spend the greatei* 
portion of our lives in a daily round of strenuous 
hustle and working "against the clock", 

"Old David" had no trains to rush for, no scur¬ 
rying to do to catch a post and secure an order; 
no scheming so that he might outwit a business rival. 

Yet, of course, he "got there". Just as well, 
perhaps, as some who barge through life at top speed. 
For how many so-called successful Captains of Indus¬ 
try and Supermen in other spheres have had it said 
of them, as his neighbours say of "Old David" 

"He was the soul of honour and had no enemies, and 
he reared many good calves ". 

There is achievement and honour to be won in 
terms other than riches ajid fame. And herq, too, 
is proof, in spite of the poet Gray, that these are 
to be won in the little known roles outside what we 
nowadays call the "limelight". 
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The following nine Exercises (42 to 50) should be typed in two different ways; first of all 
on 4to paper, following the instructions given for Exercise 39, and then on 8vo paper, following 
the instructions given for Exercises 40-41. 

EXERCISE 42 
The Retreat 

I first noticed this charming little piece of waste ground from the railway, and the fieeting 
glimpses I got of it made me determine to explore its tempting recesses on the first available 
opportunity. The place is curiously situated, being hidden from all the adjacent roads by the 
configuration of the land, and my viewpoint from the railway is the only comprehensive one. 
Its shape is roughly triangular. A stream of considerable size fiows along one side, and its area 
is criss-crossed by several ditches more slowly flowing. 

By dint of some judicious trespassing through fields and over the railway line, I reached the 
little wilderness, and was soon lost within its maze of bushes—mostly hazel, alder, and saugh. 
Hawthorns displayed widespread sloping frontages glowing with maroon berries in the sunshine; 
and rose-bushes, laden w'ith hips of a size and brilliance I have never seen excelled, were every¬ 
where. Each little clearing among the bushes had its own particular flower flourishing un¬ 
hindered, so that there were great beds of knapweed contaming millions of the now seeded 
“hardheads” which must have been a glorious mass of colour in summer. 


EXERCISE 43 
Winter Nights 

The fire burnt merrily, diffusing a warm glow. It greeted me as a friend come back. All 
summer that fire had lain set, but no match went near, imtil yesterday, when someone, feeling 
the September chill, bent down and lit it. And then, as I sat alone, I was not really alone, for 
my fire kept me company. It spoke cheerily to me of the past evenings when I sat, one of many, 

enjoying conversation with friends. , 

It reminded me of the pleasant evenings I spent with it and the book of my choice. When 
I was weary it threw out a glow and welcomed me, and drew me to its side. 

And all these things it promised me again and again this winter. 

To-day I met a young woman who bemoaned the passing of summer, with its warm days 
and games in the sunshine. She felt that autumn was indescribably sad; trees growing bare, 
the dark stubble on the fields, and the cold winds combined to depress her. I hastened to point 
out that there \s'as another aspect. The end of summer brought the rew'ard of the year. It is 
the grand finale. 


EXERCISE 44 
Otters 

The otter is an engaging little animal. The stories told of his daring and his savagery are 
pure moonshine. The otter is the most shy and timid creature among the wild life of Britain. 

One of the most difficult things on earth is to get a glimpse of him. 

When such a glimpse is vouchsafed it is by way of being a revelation. Instead of the stealthy, 
savage, morose beast of popular imagination, we find an amusingly sportive creature eit^r 
tobogganing with his family down a wet clay slide made purposely on the river bank, or gyrating 
and somersardting in the water. Sheer joy and love of life fills this little watersprite with the 
spirit of perpetual youth. 

As a baby he hates the water. The parent otters have patiently to teach their reluct^t 
offspring the art of swimming. They carry them on their backs into mid-stream, and then 
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dump them off—keeping this up until the youngsters have gained confidence. In time they 
become complete masters of the alien element. Swift and graceful is the glide of the chocolate- 
coloured body in pursuit of a fish, and what a poor chance has the fish of escape unless it is 
a veritable athlete of its kind. 


EXERCISE 45 
Typical English Dinners 

The planning of a dinner is an enthralling occupation. It gives the prospective hostess 
scope for imagination, originality, even sympathy. For the individual likes and dislikes of 
each guest must be taken into accoimt, their little preferences remembered, their peculiarities 
understood. To strike the happy mean in providing a dinner for divers people is no easy task, 
but is a most interesting one. 

The first thing to be considered when arranging a dinner is the extent of one*s income ; and 
to-day one’s income is known to one’s friends almost as well as it is known to one’s self. There¬ 
fore, to provide a dinner out of all proportion to one’s means is not only stupid but also it is, for 
one’s guests, definitely embarrassing. No one likes to think of last night’s hostess eking out 
the remains of the banquet for many subsequent days, or keeping herself and her household 
upon short commons in order to readjust her depleted housekeeping allowance. 


EXERCISE 46 
From the Cliffs 

A sky of palest azure, flecked with feathery v’hite clouds low down on the horizon, and 
reflected in the gently heaving waters of the bay. Sharp jagged rocks jutting out on either side 
of a crescent-shaped, shelving beach, and fringed with olive woods running inland to the foot 
of the hills, grim guardians of the lonely coast. Along the shore the ripples broke in miniature 
waves, streaking the edge of the beach with white foam, and flinging themselves into the corners 
and crannies of the rocks, in feeble imitation of the great Atlantic rollers with a north-west 
gale behind them. 

In one comer of the bay a brig rode at anchor. The sails on both masts hung loose from the 
yards, to dry in the sun; topsails, top-gallant sails, and from the cross-jack yard, the three- 
cornered lateen-shaped sail, still carried by the older craft, flapped lazily in the breeze. On the 
spritsail-yard across her bowsprit, the watersail hung in a double festoon, rehc of days before 
royals and flying jibs came into fashion. 


EXERCISE 47 
North of Queensland 

Over the calm expanse of a tropical sea a light, warm breeze blew, ruffling the waves and 
dappling the reflected moonlight. The stillness of a tropical night hung over the water and the 
blaze of the southern stars was only slightly dimmed by a crescent moon that cast its path of 
chequered reflections on a black and shining sea. Here and there in the dark hollows of the 
waves gleamed for an instant the phosphorescent form of some bell-shaped medusa. With a 
faint splash a flying fish would occasionally leap above the surface and flit, a thin and 
ghmmering luminary, above the ripples. All was hushed in the calm beauty of the tropical 
night. Even the great liner that drove its way northward seemed to sit hghtly on the water 
and be drawn forward by some magical force. The yellow reflections from the lighted port¬ 
holes and saloons fell changeful and irregular on the rounded billows that ran backward from 
the bows and stretched on either side like the barbs of some huge arrow. 
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EXERCISE 48 

The Swallows 

When they leave us we know that we have said good-bye to summer. Where have they gone 
I wonder; to what far lands or islands of the blest have they set their course. Wherever it may 
be, it is only a makeshift to tide them over the rigors of the winter, for this is their home, the 
place which above all others they have chosen to mate and launch their broods upon the world. 

Are we sorry the summer has gone ? I am not so sure that I am. Each season brings its 
own individual flavour, and particular charm. 

We dine under the lamp now, and somehow it seems more cosy and more cheerful. Then 
how delightful is the fire and the handy little table and the favourite books, also the patience 
cards, which somehow seem to reproach xis in the stark daylight. 

I often wonder how people can sit down to serious card-playing in su nl ight as I have seen 
them do, not only on 
though apparently those who are find joy in their obsession. 

Just at first, when October rings the kneU of departed summer, the spirit quails slightly 
before the claims and duties of the new season. 

EXERCISE 49 
The Machine Age 

No system or age is perfect, and the machine age in which we live is one which has the usual 
share of faults. These drawbacks, however, when weighed against the advantages of the 
machines, are of no vital importance. They are ills which can be cured without kill i n g “the 
goose that lays the golden eggs.” 

Look what machinery has done for us. It has provided us with cheap food and clothing. 
It has enabled us to visit cheaply our dear friends and relatives. By enabling us to get through 
work quicker than when done by hand, it has provided us with leisure time in which to read, 
play games, or go to the tlieatre or cinema or take holidays by the sea. 

Moreover, by giving large metsses of the people more leisure it has created fresh industries 
such as the film, stage and radio. It has caused the building and developing of large holiday 
resorts, and the chartering of cruising ships. These and other activities have given fresh 
employment to a large number of people. 

I do not wish to discuss here the rival merits of the hand-made article and the product of 
the machine. Both have their proper place in the world, and it only complicates the main issue 
to weigh one against the other. 


shipboard, but in houses. I am glad I am not obsessed m that way 


EXERCISE 50 
Hebridean Sunset 

As we crept past Eriskay the dull clouds to the West suddenly broke up; a flood of golden 
light pomed through; and the sun sank gloriously down the sky. The wind and rain had gone 
now, and we stood on the deck revelling in the warm sunshine and silently admirmg the inde¬ 
scribable beauty of the scene. Slowly we crept into Lochboisdale. A few smacks floated peace¬ 
fully on the calm waters, and little wisps of smoke rose from crofters’ whitewashed cotta^ 
dotted here and there in artistic disarray. We tied up at the pier, which had the usual contin¬ 
gent of placid blue-jerseyed natives, with a few fussy visitors. One elderly gentleman, with 
pince-nez and bristling eyebrows, marched up and down defiantly. We thought he had come 
to meet friends, but, long after everyone had landed, he still paced the pier. 

In the gloaming of the summer night we stepped ashore and set our faces westward. Ahead 
of us the last gleam of the afterglow was fa din g in purple and gold; a soft wind blew the fra¬ 
grance of peat-reek from the little crofts; and as night came gathering roxmd we walked 
joyfully onward towards Tir Nan Oig. 
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THE ADDRESSING OF ENVELOPES 

The manner of addressing envelopes is largely a matter of individual taste and inclination, 
and the practice varies according to the usage in vogue in different businesses. No hard and 
fast rule can be laid down, but addressing may be classified as of two kinds—“ Block ” addressing 
and ‘‘Indented’* addressing. 


“Block** addressing is the faster method and is usually done in single spacing, each line of 
the address beginning at the same margin. Because of the fact that there is no time wasted in 
indenting each line of the address, the “Block** method is greatly used in the addressing of 
envelopes for circulars when large numbers are being done. 


But whichever method is adopted, care should be taken that the address is nearer the bottom 
of the envelope than the top, so that nothing may be obliterated by the Post Office cancelling 
stamp. 


The “Indented** method requires each succeeding line of the address to be indented five 
or ten spaces from the preceding line. Five spaces is the usual indentation with ordinary com¬ 
mercial or foolscap envelopes, and double spacing is generally used, but with larger envelopes 
treble line spacing and indentations of ten may be used. The address, however, should not 
“sprawl** all over the envelope. Specimens of the two styles of addressing are shown on the 
following page. 


When a contracted word such as “Esq,,** “Co.,** or “Ltd.** ends a line of an address, the 
contraction should be followed by a period and comma. 


The name of the town is very often typed in capitals, and if the name is a short one spaced 
capitals may be used. 


Ordinary commercial envelopes should be inserted in the machine with the flap downwards, 
but foolscap envelopes are generally inserted with the flap towards the right. Most people 
being “right-handed,** this facilitates the insertion of the letter and enclosures in the envelope. 


When such notes as “Personal,** “Private,** “Urgent,** etc., are to be typed on the envelope 
they should be typed at the bottom left-hand comer. 


The student will find it convenient to practise envelope addressing on 8vo paper (or 4to 
paper folded to that size) which approximates to the width of an ordinary business envelope. 

Note. The correct modes of addressing and beginning letters to persons of title may be 
found in any standard dictionary. 
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James Crispin, Esq. 
357 Woodside Road, 
London, E.1. 


Messrs. Frank Nairn & Co. , Ltd. , 
246 Cranford Street, 


LIVERPOOL. 


URGENT. 
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EXERCISE 51 


Type the following list of addresses, first of all, exactly as shown, and repeat them in the 
“Indented” form shown on the previous page. 


Messrs. Robert Tann & Co. , 

17 Newdigate Street, 

Manchester. 

Messrs. E. 8c P. Stronach, 

75 Haymarket, 

Leicester. 

Messrs. James W. Willcox & Co. , 
27 Deansgate, 

Dundee. 

♦ 

Messrs. Townsend & Co., Ltd. , 

37 Cameron Street, 

Rotherham. 

Messrs. James H, Palmer & Sons, 
219 Goswell Road, 

Hull. 

Messrs. Samuel Goring & Sons, 

984 Old Street, 

London, E.C. 2 

Messrs. Harris & Miller, 

234 Chancery Buildings, 
Sheffield. 

Messrs. H. J. Darling & Co., 

79 Stamford Street, 
Kidderminster. 

Messrs. Thomas Bell & Co., Ltd. , 
456 Gt. Eastern Road, 

Hamilton. 

Messrs. Peter Stevenson & Sons, 

3 Storrie Street, 

Durham, 

Messrs. Henry Clough 8c Co. , 

470 Finsbury Pavement, 

London, E.C.2 


Messrs. Watson Brothers, 

7 West George Street, 
Newcastle-on-Tyne. 

Messrs. John Ferguson & Sons 
11 Clevedon Road, 

Stafford. 

Messrs. Ashwell & Austin, 

30 Kersland Street, 
Stockton-on-Tees. 

Messrs. Ramshaw & Arthur, 

55 West Regent Street, 
Darlington. 

Messrs. Taylor & Baird, Ltd. 
55 Clyde Place, 

Greenock. 

Messrs. David Auld 8c Sons, 

54 Gordon Street, 

Lincoln. 

Messrs. Russell 8c Duncan. 

11 Cumberland Street, 
Keighley. 

Messrs. Grange & Andrews, 

67 Bedford Lane, 

Doncaster. 

Messrs. Farrell & O'Brien, 

67 O'Connell Street, 

Dublin. 

Messrs. Aylmer & Barrett, 

23 Horseshoe Lane, 

Bradford. 

Messrs. Ferguson & Farquhar, 
15 Portugal Street, 

Lancaster. 


4~{B.i4a) 


« 
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EXERCISE 52 

Type the following addresses exactly as shown, and afterwards in the “Indented ” style. 


John McAslan, Esq., 

221 Kingshridge Drive, 

DERBY. 

Mr. A. Henderson, 

101 Duke Street, 

OBAN. 

Mr. Charles Eraser, 

28 Huntley Gardens, 

SOUTHPORT. 

Miss Jean Eorsyth, 

68 Gordon Street, 

CARLISLE. 

Mrs. Mary Eox, 

117 Calderside Road, 

HULL. 

Jeunes Dunn, Esq, , 

22 Newark Drive, 

LIVERPOOL. 

Miss D. Cuthbertson, 

129 Titwood Road, 

LEEDS. 

The Central Motor Transport, 

130 Bottomley Road, 

YORK. 

The Metal Box Co., Ltd., 
Prospect Bank, 

ROCHDALE. 

The Eisher Electric Co. , Ltd. , 
165 London Road, 

SHEEEIELD. 

The Swift Addressing Co. , 

49 Monteith Row, 

GLASGOW. 


Miss Catherine Cuthill, 

8 Budhill Avenue, 

DOVER. 

Robert Danby, Esq., 

64 Darnley Road, 

EOLKESTONE. 

Mr. George Crawford, 

10 Westbourne Gardens, 
SCARBOROUGH. 

Henry R. Austin, Esq. , 

18 Traquair Drive, 

BUXTON. 

Mrs. I. Ballantyne, 

29 Kingsborough Gardens, 
BRADEORD. 

The Misses Bainbridge, 

47 High Street, 

INVERNESS. 

Miss Margaret Moncrieff, 

87 Nethercliffe Road, 
MIDDLEEORD. 

The Gas, Coke Sc Lime Co., 

93 Newgate Street, 
KINLOCHLEVEN. 

The Secure Cash Register Co. 
99 Osborne Street, 

EDINBURGH. 

The Numerical Printing Co. , 
39 Dunlop Street, 

TYNEMOUTH. 

The Brytesteel Gadgets Co. , 
24 Morrison Street, 
BIRMINGHAM. 



THE ADDRESSING OF ENVELOPES 

EXERCISE 53 

Type the foUowing addresses exactly as shown, and afterwards in the “Indented” style. 
Note, Initials representing Christian names should be followed by a period and space, but 
complimentary initials after a name, such as M.A., B.Sc., M.V.O., are not divided by a space. 


The Rev. James Paterson, B.D. , 

75 Moncur Avenue, 

Corstorphine, 

Edinburgh. 

James Glendinning, Esq., P.A. I., 
Insurance Assessor, 

645 Kingston Road, 

Armadale. 

Messrs. Kipping & Gaffen, 

Flour & Grain Merchants, 

1720 Woodcrest Road, 

Nottingham. 

» 

Messrs. J. H. Hamilton & Co. , 
Automobile Engineers, 

17 Arizndel Road, 

Lancaster. 

J. S. Handyside, Esq. , 

Renfield Poultry Farm, 

Bridge of Allan, 

Stirlingshire. 

The Manager, 

Mayfair Cinema, 

Burnside Drive, 

Sunderland. 

The Ministry of Pensions, 

Glasgow Headquarters, 

125 Sauchiehall Street, 

Glasgow, C. 2. 

Messrs. J. C. Baxton & Co. , 

Coal Exporters, 

465 Fintry Road, 

Woolwich, S.E.18. 

The Mechanical Trading Co., 
Musical Instrument Makers, 

792 Parrish Street, 

Peterburgh. 


John Glen, Esq., B.Sc., 

Motor Engineer, 

45 Hayford Street, 

Haddington. 

Colonel C. D. Wishart, V. D. , 

46 Harlington Avenue, 

Cupar, 

Fife. 

% 

Messrs. Paul & Bennan, 

Paint & Varnish Works, 

43 Whitehill Street, 

Edinburgh. 

Messrs. Matheson & Mann, 
Blouse Manufacturers, 

95 Watson Street, 

Bradford. 

The Misses Fleming, 

"Ardmore", 

Cophill Road, 

Berwick-on-Tweed. 

The General Manager, 

Ducal Assurance Co. , 

46 Devonshire Street, 
Cleveland. 

Messrs. Pickering & Price, 
Furniture Removers, 

106 Ormond Crescent, 

London, E. C.4. 

Messrs. James Buchanan & Sons, 
Meat Purveyors, 

324 Broomloan Road, 

Morpeth. 

Messrs. Brownlie & Gavin, 
Messengers at Arms, 

37 Windsor Terrace, 

Perth. 
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THE SETTING OUT OF A BUSINESS 

LETTER 

Much of the correspondence between firms is typed on printed “Letter headings” of the 
size known as 4to, i.e. paper measuring about 10 in. by Sin. Such printed headings usually 
contain most or aU of the following information— 

1. The name of the firm or proprietor of the business. 

2. The address from which the firm operates. 

3. The nature of the business. 

4. The telephone number and telegraphic address, if any. 

6. In the case of companies, sometimes the names of the manager, secretary, directors, 
heads of departments or other officials. 

The manner of setting out letters varies a good deal, but the aim of the typist should be to 
produce a letter which will be pleasing to the eye (artistic, if you like), easily readable, and com¬ 
pact without being cramped. The mere fact that you have a 4to sheet to work on is no reason 
why the letter should run from edge to edge of the paper and cover it from top to bottom. A 
letter in double spacing will seldom compare favourably with a letter in single spacing, and 
even a short letter will look better in single spacing if properly set out. 

The various parts of a letter may be summarized as follows— 

(1) The date; 

(2) The inside name and address; 

(3) The salutation; 

(4) The body of the letter; 

(5) The subscription; and 

(6) The signature. 

There is no fixed point at which any of these parts of the letter should commence. Every¬ 
thing, indeed, in the setting out of a letter depends upon the size of the letter. But an endeavour 
should be made to have, as nearly as possible, an equal margin on both sides, and an equal 
space above and below the typed matter. The right margin, however, should never be greater 
than the left, and the space above the typed matter should always be greater than the space 
below. The following notes will be useful— 

1. The Date. This should be typed about three line spaces below the printed heading; it 
should begin about 45® or 60® on the scale, according to the margin used, but should not extend 
beyond the right-hand margin of the body of the letter. Some letter heading have a dotted 
line on which the date is typed, and where such a line is provided the variable line spacer should 
be brought into use to bring the dotted line to the exact printing point. 

2. The Inside Name and Address. The name and address of the party to whom the letter 
is written should be typed, always in single spacing, at the beginning of the letter. The practice, 
formerly much in vogue in legal firms, of typing the name and address at the end of the letter 
is now rapidly falling into disuse. The address may be typed in the “ Block ” form shown in 
previous exercises, or each succeeding line may be indented five spaces— but never mort than 
five. 
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3. The Saetjtation. This may be Dear Sir, Dear Sirs, Gentlemen, Dear Madam, or in the 
case of ofiScial letters, Sir. The salutation should commence at the same margin as the first 
line of the address and should be followed by a comma. 

4. The Body of the Letter. This consists of the paragraphs which contain the subject- 
matter of the letter, and the hrst line of each paragraph should be indented five spaces from the 
margin. A new paragraph should commence with each new subject introduced in the letter, 
^d, if necessary, a subject may be divided into several paragraphs. Paragraphs which are too 
long spoil the appearance of a letter. 

6. The Shbscriftion. There are many forms of this. Yours truly. Yours very truly, Yours 
faithfully are the most commonly used in business letters, but whichever form is used, it’should 
commence at 40 on the scale. If the letter is sent on behalf of a company, the name of the com¬ 
pany is typed, preferably in capital letters, and room having been left for the signature, the 
designation of the signatory may be typed immediately below. The designation should be 
typed so that it will finish about the same point as the right-hand margin of the letter. An 
example of this is given in Exercise 69. 

THE REGULATION OF THE 
RIGHT-HAND MARGIN 

It is somewhat difficult in typewriting to get a regular margin on the right-hand side of the 
work, but the following rule for setting the right-hand margin regulator (which also acts as the 
bell trip) will be found extremely useful— 

Subtract from 80° on the scale the actual number allowed for the left-hand margin and 
set the bell to ring at the preceding number. For example, if the left-hand margin is 15°, then 15 
from 80 leaves 65, and the bell is set to ring at the preceding number_64°. 

It will be found that although the bell rings at the point mentioned the last word in most of 
the lines will overrun that point by one or two spaces, and thus the average margin on the right 
will approximate very closely to the margin on the left. The important thing, therefore, is to 
see that the bell is set to ring at the desired point. 

The student must never turn back until the bell has rung, and if the bell rings in the middle 
of a word that word should be completed, or if it is a long word, the syllable should be com¬ 
pleted, a hyphen added, and the rest of the word carried forward to the next line. Whatever 
you do, don't turn back until the bell has rung. 

Note. A mistaken idea exists that, in letter writing, the left-hand margin should always 
be set at multiples of five. This idea is altogether wrong. A very neat letter may be obtained 
by setting the margin at 18° and the bell to ring at 61°. (See Exercise 54.) But it should be 
noted that the Indentation should always be five spaces. 

The student will soon learn to estimate from the shorthand notes how much space a letter 
is likely to require, and to set margins and line space regulator accordingly. It should be noted 
that, no matter what margins may be used, there must be a uniform line spacing between the 
paragraphs. If a letter is typed in single spacing, there must always be two line spaces between 
the various parts of the letter, and in the case of very short letters three spaces may be allowed. 
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If the letter is in double spacing, an extra line may be allowed between the address and the 
salutation, but noi elsewhere. 

It is usual to type the initials of the dictator of the letter and the initials of the typist, and 
this may be done either at the beginning or end of the letter in this manner: AWY/JA. When 
documents other than the letter are enclosed in the envelope, it is usual to type the word 
“Enclosure” at the bottom left-hand comer of the letter. 

Students typing on plain paper without printed headings the letters given in this book 
should leave at the top of the sheet a space equal to that which would be occupied by a printed 
heading. The practice of beg innin g at the top of the sheet, even though dictated by reasons 
of economy, is to be deprecated. In business, two letters are never typed on one sheet, so don’t 
do it in practice. 

When private letters are typed on plain paper, an attempt should be made to “ balance ” 
the various lines of the home address and date as shown in Exercise 67, or the address may be 
done in block form, i.e. with all the lines commencing at the same point as in Exercise 68. 

When several letters of an approximate length have to be typed, a little time may be saved 
by the judicious use of the tabulator stops. For example, in Exercise 56, where the left-hand 
margin is 10°, tabulator stops may be set at 16° and 20° for the second and third lines of the 
address. The tabulator stop at 15° will also regulate the commencement of each paragraph, 
and a stop may be set at 50° for the date and another at 40° for the subscription. The same pro¬ 
cedure with the tabulator stops set at suitable points may be followed in typing all other letters. 

Note. A tabulator stop is never used for the margin. 

It is a mistake to type on both sides of a letter heading, and if a letter is too long for one 
sheet, one or more continuation sheets should be used. These continuation sheets should be 
headed with the name of the party to whom you are writing, the number of the page, and the 
date, as shown in Exercise 60. When a continuation sheet is used the first word which will 
appear on the continuation sheet should first of all be typed at the bottom of the first sheet and 
followed by the “solidus,” as also shown in Exercise 60. 



THE SETTING OUT OF A BUSINESS LETTER 

EXERCISE 54 

Type this letter in single spacing with a margin of 18° and the beU set to ring at 61°. The 
date commences at 46 and the subscription at 40®. 


JAMES JOHNSTON FRASER 

Property Agent 

77 BARRACK STREET 
DUNDEE 

Telephone: 7503 

25th June, 19 

James Harvey, Esq. , 

77 George Square, 

ABERDEEN, 

Dear Mr. Harvey, 

I have your letter of the 22nd instant 
with copy of letter from Mr, Lawson. I am 
quite agreeable to the arrangement suggested 
in Mr. Lawson's letter to you of the 19th June 
and shall be much obliged if you will write 
him confirming this arrangement. 

Regarding Mr. Lawson's suggestion that 
I should assist him in his search for another 
house here, I shall be pleased to keep a look¬ 
out, but I have a long waiting list and, as 
you know, in these cases I am very seldom a 
free agent. I am sorry my present house will 
not be available for him unless he agrees to 
purchase, but I do not suppose he wishes to 
buy a house here. 

Will you please ask Mr. Lawson to let you 
know if anything in his present house requires 
attention externally. In accordance with the 
arrangement between us he is attending to the 
inside repairs. 


Yours faithfully, 


45 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 55 

T 5 rpe this letter in single spacing with a margin of 15® and the bell set to ring at 64°. The 
date commences at 45° and the subscription at 40°. 


22nd October, 19 

Mr. Harvey Nicholls, 

9 Queen's Avenue, 

Chester. 

Dear Sir, 

I have to inform you that I have now decided 
to dispose of the two houses in South Road, Chester, 
about which we have been in communication. 

When I wrote to you last month, it was my in¬ 
tention to keep the houses as an investment, but I 
think I shall be able to invest more profitably, 
particularly as you are expecting to get me a good 
price for the property. 

I am willing to sell either of the houses for 
seventeen hundred pounds, but if you can find a buyer 
for both I should not object to your making a reason¬ 
able reduction in the price, 

I shall be glad to hear from you as soon as 
you have any enquiries. In the meantime, I hope 
you will see that everything is in good order, and 
that you will carry out any repairs that may be re¬ 
quired 

Yours faithfully, 


( 168 ) 
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THE SETTING OUT OF A BUSINESS LETTER 

EXERCISE 56 

In typing this letter in double spacing, set the left-hand margin at 10°, and the bell to ring 
at 69°. Thus the margins will be fairly equal. The date should commence at 50° and the sub¬ 
scription at 40°, and tabulator stops may be set for these. 


BARTRAM AND FIELDING 

Commercial Stationers 


SKELMORLIE 


Telephone: 987 


20th October, 19 

Messrs. Henry Stephens & Co. , 

77 Broad Walk, 

Oldham. 


Dear Sirs, 

We are sorry to inform you that the parcel of books we 
ordered from you last week has not yet come to hand. We are 
very anxious to have the books as early as possible; in fact, 
before the end of this week, as our customers are waiting for 
them. We shall be glad if you will look into the matter and 
see that the parcel is despatched without further delay. 

With reference to the Diary about which we wrote you a 
few days ago, we have now decided to have one similar to No. 

20 on your list. This is Just the right size, and will, we 
think, suit us in every way. 

We will let you know as soon as possible the number that 
we are likely to require and the type of cover which will be 
most suitable. 


We are. 

Yours faithfully, 


47 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 57 


T^e this letter in single spacing. Set left-hand margin at 18° and bell to ring at 61°. The 
first line of the home address should commence at 48°. 


Stronvar House, 
Elgin, 

14th September, 19 


Harvey Jones, Esq., 

197 Braehead Drive, 

Inverness. 

Dear Sir, 

I have been informed by one of my busi¬ 
ness friends that you are looking out for a 
new house, and I have pleasure in enclosing 
particulars of one or two residences. I hope 
you will be able to make a satisfactory selec¬ 
tion from this list. 

I can hardly add anything useful to the 
particulars given, but would say that all the 
property is leasehold, well built and drained, 
and of exceptional value. 

The houses marked with a cross are now 
vacant and are therefore ready for immediate 
occupation. In the other cases, however, the 
tenants will not be able to leave the premises 
for periods varying from three weeks to six 
months. 

If you are interested in any of the prop¬ 
erties given, I shall be pleased to give you 
any further information you may require. 

An order to view may be had on request. 

Yours faithfully, 

(161) 
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THE SETTING OUT OF A BUSINESS LETTER 

EXERCISE 58 


Type this letter with margin and bell-trip set as in previous Exercise. Each line of the home 
addr^s should commence at 48*^. 


58 Balmoral Drive, 
Cathcart, Glasgow, 
5th October, 19 


Henry Jackson, Esq. , 

133 New Crescent, 

Edinburgh. 

Dear Mr. Jackson, 

I have been asked by Messrs. Roberts and 
Davies, who are engaged in the Cotton Trade 
in this city, whether I could recommend a young 
man with a good training in the business who 
would be willing to go to South America to man¬ 
age their business there. 

Some time ago, you will remember you told 
me that you were anxious to go abroad, and as 
you appear to have the necessary qualifications 
for the position, I shall be glad if you will 
call at the above address at your earliest con¬ 
venience, when I can furnish you with further 
particulars regarding the firm. 

Should you still desire such a post, and 
if you are not able to see me within the next 
few days, I think it would be wise if you were 
to send me a letter by return giving full par¬ 
ticulars of your business experience. 

Yours sincerely. 


( 166 ) 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 59 

Type this letter in single spacing with a left-hand margin of 18° and set the bell to 
61°. The date should begin at 45° and the subscription at 40°. 


THE MOTOR CYCLE AGENCY 


A. Chalmers 
J. Hamilton 


576 LONDON ROAD 
CUMBERNAULD 

Telephone; 1929 


22nd October, 19 

The Motor Engineering Co. , Ltd. , 

Liverpool Road, 

Leicester. 


Dear Sirs, 

We have received the goods ordered by us 
on the 10th instant with the exception of the 
lamps and tyres. We presume that these are 
not in stock. Can you let us know how long 
we shall have to wait for delivery? Our cus¬ 
tomers are pressing us for these goods, and 
if we are unable to supply them at an early 
date with what they require they will naturally 
be forced to transfer their business elsewhere. 

You will understand that in view of the 
keen competition in the motor trade we cannot 
afford to lose any of our regular customers, 
and would therefore ask you to let us have the 
balance of our order as quickly as possible. 

Thanking you in anticipation of a reply 
at your earliest convenience. 

We are, 

Yours faithfully, 
THE MOTOR CYCLE AGENCY, 


Manager. 


THE SETTING OUT OF A BUSINESS LEITER 

EXERCISE 60 


This letter requires a continuation sheet, and the student should notice how the first word 

which appears on the second sheet is first of all typed on the last hne of the first slieet, and 

followed by the sohdiis to signify that the word is “carried forward”; also, how the name 

page number and date are typed on the top of the second sheet. Set the left margin at 15” and 
the bell to ring at 64 . ^ 


23rd October, 19 


Messrs. Lawrence & Co., 

346 Cheapside Street, 
Bristol. 


Dear Sirs, 

We wish to call your attention to the great im¬ 
portance of being properly covered by insurance in 
the event of your mills and machinery being destroyed 
by fire. It is every day being proved that the 
only real way to be properly covered is to see that 
you are insured to the full value of your machinery, 
buildings, stock and plant, and that your Insurance* 
policies contain full and correct descriptions of 
what you intend to insure. 

For your information and guidance we desire to 
call your particular attention to the following very 
important points: 

First: If you have not at present a full and 

complete list of your mill properties and plant, we 
certainly think that you should at once get one*made 
up, because, in the case of a loss arising by fire 
the whole burden of proving what was in the mill lies 
upon you, and if you are unable to prove what was 
there, you run the risk of not getting paid, or at 
any rate you cannot expect a settlement of the claim 
on any satisfactory basis. It is most important 
therefore, that you should have this list drawn up 
together with an accurate valuation signed by a quali¬ 
fied third party, that you can lay in the hands of 
the Insurance Company in case of need. 

This valuation is very necessary, because it 
at once enables you to see whether you are over or 
under insured, and it forms an excellent basis for 
a settlement with the Insurance Company in the event 

of/ 
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Messrs. Lawrence Sc Co. -2- 23r(i October, 19 

« 

of a fire taking place. Where there is no such doc¬ 
ument, the Insurance Company takes the price of the 
machinery as shown in the books of the firm, and if 
this has been depreciated year after year, such a 
basis is unfair for the settlement of an Insurance 
claim. 

Secondly, presuming you have complied with the 
points above referred to, it is equally essential 
that you should have your policies carefully perused 
and checked by trained experts like ourselves, be¬ 
cause, should there happen to be any mistakes in the 
policies, whether made by the Insurance Company or 
by yourselves, it is you and you alone who will suf¬ 
fer. If you will carefully read all the various 
conditions printed at the back of your policies you 
will see what we mean. There are so many conditions 
now attached to fire policies that the average man 
cannot be expected to deal with them correctly and 
satisfactorily. 

We have, however, made this matter a special 
study for the past twenty years, and having settled 
a great number of claims with the various Insurance 
Companies, we are in a most favourable position to 
give you expert and practical advice on this import¬ 
ant subject. 

Should you desire your policies to be gone over 
and a valuation made, we shall be pleased to wait 
upon you at any time you may appoint and submit our 
terms. 

Hoping to receive a favourable reply. 

We are. 

Yours very truly. 


( 421 ) 
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THE SETTING OUT OF A BUSINESS LETTER 


It is suggested that the following letters (Exercises 61-67) should each be typed four times : 
first of all in single spacing with margins of 15°, 18°, and 20°, and then in double spacing with 
a margin of 10°, as shown in the previous specimen letters. In this way the student will learn 
to judge the effect of varying widths of margin. 


Mr. John Smith, 

195 Royal Crescent, 
Gateshead. 


EXERCISE 61 


Dear Sir, 

We are informed by our friends, Messrs. Thomas & Jackson, of this town, that they are 
retiring from business at the end of the year. 

After discussing the matter wdth them and going through their books, we made them an 
offer for the stock and goodwill^ which they have accepted. 


We notice that they have acted as your Agents for the last 15 years. We are confident that 
we can not only retain their business but that we can increase it very considerably through our 
own connections. We should be happy to continue the Agency on the same terms and con¬ 
ditions, and shall be glad to hear from you at your earliest convenience that you are agreeable 
to appointing us. 


Any information you may desire regarding our financial position would, we feel sure, be 
gladly given by Messrs. Thomas & Jackson. 


Awaiting your reply. 


We are. 

Yours faithfully. 


Messrs. G. Bell & Co., Ltd., 
30 New Street, 

Hull. 


EXERCISE 62 


(157) 


Dear Sirs, 

We recently advertised for a Junior Shorthand-typist, and amongst other replies we 
received an application from Miss Edith Preston who, we understand, is a member of your 
staff. 

We were very much impressed with this yoimg lady’s application, and asked her to call 
upon us for the p\irpose of taking our usual entrance examination. This she worked very 
satisfactorily, and we have decided to engage her if you can report favoiirably upon her 
character and general bearing in your office. 

We shall therefore be very much obliged if you will kindly tell us, in confidence, whether 
she has been punctual and attentive to her duties while in your service, and if she has shown 
any special ability as a shorthand writer. 

Awaiting your reply, and thanking you in advance. 

We are, 

Yours faithfully, 


63 
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EXERCISE 63 


Robert Duncan, Esq., 

11 Old Road, 

Newton. 

Dear Sir, 

We have to thank you for your letter of the 8th instant. We will give the matter to which 
you refer our careful consideration and write to you again in the course of a few days. 

With regard to the goods ordered by you on the 2nd ultimo, you will remember that, when 
giving the order, you stipulated that as you required them not later than the 18th instant, the 
cases must be despatched a week prior to that date. The goods were therefore packed and ready 
to be despatched when we received your letter asking us to delay delivery. 

We will, as desired, store the goods in our warehouse until we have further advices from you, 
but it must be clearly understood that, although every reasonable care will be taken to prevent 
any loss or damage, the packages are here entirely at your risk. 

Yours truly, 


(167) 


EXERCISE 64 


Messrs. John Hudson & Co., 

67 South Street, 

Sheffield. 

Dear Sirs, 

I understand from Messrs. Smith, Thomas & Sons of Leeds that you are desirous of appoint¬ 
ing an agent to represent you in Italy. 

I shall be pleased to act in that capacity if you are agreeable. I have a large business con¬ 
nection in this country with branches at Venice and Naples. My head office and show rooms are 
in Rome, where I commenced biisiness ten years ago. I am well known throughout Italy as 
a dealer in high class goods of all kinds, and I supply regularly all the large shops in the most 
important towns with cutlery and silver ware. 

Kindly let me know as soon as possible whether my offer is acceptable and, if so, on what 
terms. Messrs. Smith, Thomas & Sons will give you any information you require. 

I am. 

Yours faithfully. 


( 148 ) 
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EXERCISE 65 


Thomas Graham, Esq., 

103 Broomhill Drive, 

Leicester. 

Dear Sir, 

Whilst taking a walk along Manchester Road I noticed that you have two houses for sale 
both of which are situated quite close to the park. I shall be glad if you will kindly send me 
full particulars of the one nearest to the park gates, and at the same time please let me know 
if the plot of land next to the houses is also for sale. 

In your reply perhaps you will be good enough to state whether or not the local Council 
intends to pave and drain the road in the near future. I have been looking out for some time 
for a house similar to the one in question, and if the price and other conditions are satisfactory 
I am prepared to purchase the property. 

Thanking you for an early reply, 

I am, 

Yours very truly, 


(157) 


EXERCISE 66 


Messrs. Brown Brothers, 

10 North Street, 

Leeds. 

Dear Sirs, 

Our Principal was in Manchester a few days ago and saw one of your machines at work in 
the factory of Smith & Sons, Ltd. We think a machine of this kind would be useful for our 
work. Will you kindly let us have full particulars and price, and also state what time you 
require for despatch of orders. When sending your quotation we shoxild like to have a blue 
print showing the general construction of the machine, together with a list of local firms using it. 

Our friends in Manchester say your machine is giving every satisfaction, and if this is 
confirmed by other users it will go far to bring us to a favourable decision. If we install one of 
your machines in our Works, and it gives satisfaction, we should probably be able to order a 
further half dozen. 

Yours truly, 


( 153 ) 


5 —(B.i 4 a) 
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EXERCISE 67 


Mr. James Henderson, 

97 Cliff Gardens. 

Brighton. 

Dear Sir, 

In reply to your letter of yesterday’s date, we have pleasure in informing you that our 
Head Office has decided to give you the agency for which you applied a few weeks ago. We are 
sorry that there has been so much delay in coming to a decision in the matter, but this was due 
to the fact that a large number of applications had to be taken into consideration. 

In the course of the next few days we shall be sending you our usual agreement. As soon 
as you have read this through, will you please return it to us, properly signed ? 

We shall be sending you shortly a supply of price-lists and samples, so that you will be able 
to start the agency as soon as possible after the agreement has been signed. 

in any way. 

Yours faithfully, 


We shall be glad to help you 


(167) 


THE REGULATION OF BOTH 

MARGINS 

While it is difficult, in ordinary typing, to get a uniform margin on the right-hand side as 
well as on the left, there are occasions in tabular and displayed work when the regulation of the 
right-hand margin is comparatively easy. 

The rule is exceedingly simple— 

Settle the point at which it is desired that the line should finish. Count the num¬ 
ber of spaces in the last item in the line; subtract that number from the point on the 
scale at which you wish to finis h, and begin at th&followiTig number. 

In typing the Factor’s List (Exercise 68), centre the headings in the usual way. Fifty 
spaces will be found sufficient for the tabular matter. Thus, the left margin, allowing for three 
figures for the street numbers, will be set at 15®, and the lines will finish at 65®. There should be 
only one space between units of pounds and tens of shillings; therefore, the number of spaces 
required in the money column, excluding the sign, which occurs only once, is five. Thus, 
66 — 5 = 60, and the following number, 61®, is the starting point and the point at which the 
tabular stop must be set. The “£” sign should be typed in at 60®. When there are less than 
three figures in the street number, the space bar should be tapped once or twice as may be 
required. 

In typing the Programme (Exercise 69), the headings are centred in the usual way. Sixty 
spaces wifi be found sufficient. If the left margin is set at 10®, the items on the right-hand side 
will require to finish at 70®. The titles of the various items on the programme must be centred 
accordffig to the ordinary rules for centring, and remember—it is quicker to count these than 
to guess them. The names of the composers which form the last column should be treated in 
the manner described above: Count the number of spaces required; subtract from the number 
at which it is desired to finish, and begin at the following number. 

It cannot be too strongly emphasized that it is quicker and more satisfactory to count such 
items than to guess them. 

PRACTICE SOON BRINGS PROFICIENCY 
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THE REGULATION OF BOTH MARGINS 

Type the Exercise, following the instructions given on the previous page. 

EXERCISE 68 

DAVID SAMSON 
HOUSE FACTOR 
76 Airdrie Road 
DUNDURN 
-oOo- 


LIST 

OF HOUSES 

TO LET 

FOUR 

ROOMS AND 

KITCHEN 


36 Annette Street, 2 up, H. and C. (Allan) £34 0 


80 Ardgowan Street, (Hewitt) 28 0 

THREE ROOMS AND KITCHEN 

213 Watt Street, (Calder) 28 10 

340 Cathcart Road, (Grant) 29 15 

95 Govan Road, (Green) 27 0 

10 Rutland Crescent, (Campbell) 26 10 

103 Paisley Road, W., 1 up, (Pirrie) 28 10 

TWO ROOMS AND KITCHEN 

734 Govan Road, Range, 1 up, (Milliken) 27 0 

14 70 Govan Road, 1 up, (Lawrie) 28 10 

33 Victoria Street, Range, (Reis) 25 0 

45 Crookston Street, 3 up, (Birrell) 24 0 

21 Princes Street, Govan, (Armstrong) 24 10 

10 McLean Street, (Tarrant) 22 10 

6 Plantation Street, (Campbell) 22 10 

171 Park Street, 1 up, (Mitchell) 22 10 

10 Rutland Crescent, (empty) 24 0 

141 Shields Road, 1 up, (Brodie) 23 0 

19 Avon Street, (Potter) 27 0 

130 Watt Street, 1 up, (Walker) 24 10 

256 Scotland Street, (empty) 25 0 

92 Cathcart Road, 2 up, (Malcolm) 25 10 

531 Cathcart Road, 2 up, (McMillan) 26 10 

635 Argyle Street, (empty) 25 0 

46 Scotia Street, 1 up, (Barnes) 25 10 
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Type the Exercise, following the instructions given on page 56. 

EXERCISE 69 
PROGRAMME 

THE ROYAL ORCHESTRA 


Conductor: Mr, Herbert Langham 

-oOo- 


March and Chorus 

"Hail, Bright Abode" 

Wagner 

Cornet Duet 

"Two Jolly Boys" 

Parrel 

Messrs. Lighten and Simpson 


Overture 

"The Red Sarafan" 

Erichs 

Idyl 

"The Glow Worm" 

Lincke 

Paraphrase 

"Ye Banks and Braes" 

Kappey 

Valse 

"Tout Paris" 

Waldteufel 

Italian Serenade 

"Lola" 

Priedemann 


INTERVAL 


Selection 

"Romeo and Juliet" 

Gounod 

Morceau 

"Salut d*Amour" 

Elgar 

Pantasia 

"America" 

Winterbottom 

Gavotte 

"Hearts and Plowers" 

Tobani 

Song 

"Alice, where art Thou" 

AsCher 

Solo 

Euphonium — Mr. H. W. Williams 


Suite de Ballet 

"Coppelia" 

Delibes 


"God Save the King" 
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Type these letters on 8vo sheets, setting the margin at 6°, and the hell to ring at 44 . 

EXERCISE 70 EXERCISE 71 

16th March, 19.. 16th March, 19. 
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TYPEWRITING: TOUCH AND TABULAR 


BUSINESS LETTERS 


Before typing the following letters (Exercises 72-80), the student is advised to revise the 
instructions for The Setting Out of a Business Letter,” given on pages 42-44. It is suggested 
that each letter should be done four times with varying margins as shown in Exercises 54, 66, 
56, and 59. But as the following letters are slightly longer than those shown in the Exercises 
mentioned, the student should begin about J in. higher up on the paper. In typing the letters 
in double spacing with a 10® margin, it will be necessary to begin not more than 2 in. from the 
top of a 4to sheet. 


EXERCISE 72 


Philip Harris, Esq., 

21 Blenheim Drive, 
Margate. 


Dear Sir, 

We have to acknowledge receipt of your letter of yesterday, concerning the two houses in 
South Road, Chester. 

We are glad that you have decided to take our advice in the matter, and we feel sure you 
will not regret having done so. 

With regard to the price you require, we do not think there will be any difficulty in getting 
nine hundred pounds for each house, but we shall, of comse, try to seU at a higher figure. In 
case we are able to find a buyer for both houses, we would suggest a reduction of fifty pounds. 

We had two enquiries about these houses last week, and we have to-day written to the people 
concerned. You may rest ass\ired that we shall inform you immediately we have effected a 
sale. 

In the meantime, as authorized by you, we have given instructions for the carrying out of 
any repairs that may be necessary. We will deduct the cost from the sum due to you on the 
sale of the houses. 


Yours faithfully, 


(183) 
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BUSINESS LETTERS 
EXERCISE 73 


Messrs. Harold Smith & Co., 

77 South Gate, 

Southend-on-Sea. 

Dear Sirs, 

We are in receipt of your letter of the 13th instant, in regard to the matter of our account. 
There are one or two points we should like to mention which will explain the delay in payment. 

In the first place, it has been your custom for many years to allow us credit for three months, 
and we were not aware that a change had been made in your terms of business. At any rate, 
we have not had any communication from you on the subject. 

In the second place, we had had great difficulty in obtaining payment of several large sums 
of money due to us. There seems to be some slight improvement in our trade at the moment, 
and we are hoping very shortly to be able to collect a great part of the debts due to us. 

We expect to settle your accoxmt in a few weeks, and in the meantime we enclose cheque 
for £100 (One himdred pounds) on account. 

We shall be glad to have a receipt in due course. 

Yours faithfully, 


(189) 


EXERCISE 74 


Messrs. John Robertson & Co., 

173 Regent Street, 

Chester. 

Dear Sirs, 

We are in receipt of your letter of yesterday’s date, together with price list of office requisites. 

Our buyer has looked through the list, and he tells us that he is very much impressed with 
the various prices quoted. We have just given several orders for ribbons, etc., but we are quite 
willing to give your traveller a small order when he calls. If the goods prove to be satisfactory 
our buyer will arrange as to any supplies in the future. 

We would call your attention to the fact that our last order for paper should not have been 
dispatched in one lot. As we have not room here for keeping large stocks, you were requested 
to deliver only one half now and the remainder in a month’s time. We have, however, managed 
to dispose of the paper on this occasion, but we hope you will foUow our instructions in future. 

With reference to your account for last quarter, we shall be sending you a cheque in 
settlement in the coiirse of the next few days. 

Yours faithfully. 
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EXERCISE 75 


T. C. Adams, Esq., 

British Buildings, 

Rome. 

Dear Sir, 

We thank you for your letter of the 10th instant regarding the appointment of an agent in 
Italy. 

For some time now we have had this matter under consideration and, although we had not 
defimtely decided to move in this direction at the moment, your offer has given us the oppor¬ 
tunity of reconsidering the question. 

We have seen Messrs. Smith, Thomas & Sons of Leeds, and on their recommendation we 
have pleasure in appointing you as our sole agent for Italy. We are prepared to allow you a 
commission of 7J per cent on the net cash received in respect of orders booked. We shall require 
a monthly statement of sales and all remittances to be made by sight drafts on London. 

Our price lists are enclosed, and if you will select your requirements we shall be pleased to 
forward a shipment as early as possible. 

Kindly let us know soon whether the above arrangements meet with your approval. 

Yours faithfully, 


(178) 


EXERCISE 76 

Arthur Ramsay, Esq., 

97 Queen’s Gate, 

Leamington. 

Dear Sir, 

We have to inform you that we have to-day forwarded to you per the London, Midland and 
Scottish Railway 50 bales of cotton on account of your order of the 18th ultimo for 160 bales. 
We shall, as arranged, deliver the remainder at the rate of 25 bales per month. If you care to 
increase the present order to double the quantity, we shall be prepared to make special arrange¬ 
ments with you as to payment. Perhaps you vdil consider this and let us have your views. 

You will find that the goods are up to standard sample in every resx>ect, and we 
have no doubt they will meet with your approval. 

We enclose invoice for the 100 bales delivered during the past four months. As you are 
aware, this is for settlement at the end of the present month, and we shall be glad to receive 
cheque in due course. 

Again thanking you for past favours and assuring you of our best attention at all times. 

We are. 

Yours faithfully. 
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BUSINESS LETTERS 

EXERCISE 77 

Philip Davidson, Esq., 

6 Victoria Drive, 

Luton. 

Dear Sir, 

We have pleasure in informing you that we have now commenced business on our own 
Moount at the above address, and we respectfully solicit a share of that patronage which you 
have so long given to our predecessors. 

From your previous knowledge of us you will be aware that we have a thorough grasp of 
our business in all its details, and any orders which you are good enough to entrust to us will 
receive our personal attention. 

We have taken over the stock of the late firm, and the business will be carried on practically 
as before. We are at present making up a new list of the goods we purpose carrying, a copy of 
which will be sent to you as soon as ready. Our representative will call upon you at an early 
date, when we hope you will be able to give us j^our first order. 

We have also taken over the liabilities of the late firm, and all its debts will be paid by us. 

Yours faithfully, 


( 180 ) 


EXERCISE 78 

Thomas Henderson, Esq., 

9 George Street, 

Hammersmith. 

Dear Sir, 

We have pleasure in informing you that our traveller, Mr. John Cook, will take the liberty 
of calling on you early next month. We hope you will be able to see him, if only for a few 
minutes, in order that he may show you samples of our various lines for the coming season. 

In a month’s time we shall be taking over the business of Messrs. Thomas & Co., of this city 
and, as you are one of their oldest ctistomers, we hope to have the pleasure of keeping your name 
on the books of the firm. We shall endeavoxir to do this by serving you at all times to the best 
of our ability. 

Mr. Cook will be pleased to listen to any suggestions which you may have to make with 
regard to the needs of your business, particularly as to any lines you may require and which 
we do not stock at the moment. 

Anticipating the favour of your commands, 

We are, 

Yours faithfully, 
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EXERCISE 79 


Ralph Morgan, Esq., 

1 James’ Street, 

Helensburgh. 

Dear Sir 

4 

We thank you for your letter of yesterday with regard to the slight error in the account sent 
to you last week. We have looked into the matter to which you refer and found that the goods 
returned at the end of last month had not been taken into consideration and credit given to 
you. Your account is now in order, and we have pleasure in enclosing a corrected statement. 
Will you please let us have a cheque as early as possible ? 

We take this opportunity of sending you our monthly Bargain List, and feel sure that you 
will find in it something of interest to you. 

You will be glad to hear that there is no difficulty in getting supplies of the articles in which 
you are interested, and that prices will not increase. 

Assuring you of our best attention at all times, 

We are, 

Yours faithfully, 


(167) 


EXERCISE 80 


Messrs. Henry Baxter & Sons. 
98 Sinclair Street, 
Cardiff. 


Dear Sirs, 

I am pleased to hear that after waiting so long you have received an offer approacffing my 
figure for the shop and, in this case, as the property is rather old and requires a considerable 
sum to be expended upon it, I am w illin g to sell, and you are at liberty to close with the offer. 

As regards the house, however, I think the sum offered is too low, and I am not prepared to 
accept anything less than £950. I am aware that the premises require repainting, but that had 
been taken into consideration when fixing the price in the first instance. 

In addition to the house being roomy and well-built, there is a large garden, and a garage 
having recently been erected, I consider the above mentioned price very moderate. It should 
be pointed out that this includes the new gas fires fixed in three of the bedrooms as well as the 
electric light fittings throughout, and the linoleum, which is in excellent condition, that covers 
all the floors. 

Yoxus faithfully, 


( 189 ) 
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BUSINESS LETTERS 


Where several subjects are dealt with in Business Letters or Circulars, paragraph headings 
may be introduced. Such headings are typed in capitals and are generally underlined. 


EXERCISE 81 

PALMER & PETTIGREW 

PRODUCE IMPORTERS 
272 Maxwell Street 
GLASGOW 

-oOo- 

WEEKLY MARKET REPORT 

BUTTER . There has been a better demand for Danish and 

Swedish, and all our arrivals were cleared out before the week 
closed. Some customers got their orders completed with our 
Choicest Irish Creamery, which is really good value. There 
being an advance of three kroner, we quote Danish at 121/6, 
which is 17/6 under the same week last year. Choicest Irish 
Creamery is 117/- only, and this price is worth attention. 

FRESH BUTTER . Our i lb. rolls and Irish Cartons are 
unaltered, but we have advanced Dutch Rolls to 14/- per box. 

SUGAR. Both home and foreign markets, though quiet, 

were, with a few exceptions, steady. We have a large variety 
of kinds; samples will be sent on request. 

SYRUP AND TREACLE . We have no change to report in prices. 

CHEESE . There has been a good demand for cheese during 

the week and a further advance in prices. We raise Dunlops 
1/”, but make no change on other kinds. Dunlops and Cheddars 
are getting into narrow compass, and higher rates are looked 
for. 


SMOKED HAMS . We make no change on either Irish or Amer¬ 
ican; our prices for the latter are below current rates. 

BACON . Irish is l/- down; Canadian l/~ and American 3/- 
up. Demand is moderate. Boiled Bacon we raise id. per lb. , 
and now quote 9|d. and lOd. per lb. 
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PALMER & PETTIGREW: WEEKLY MARKET REPORT: continued. 


LAM. American, in tierces and pails, we reduce 9d. per 

cwt. Substitute is strong and advancing; we, however, make 
no change. 


MARGARINE . This article continues in good demand at 
steady prices. 


OATMEAL . We quote North Country 6d. 
Other kinds unchanged. 


per sack lower. 


PEEPING STUPES . Markets firm, with an upward tendency 
for Maize and Indian Corn. Parings, 4/-; Sharps, 5/6; Bran, 
6/-; Plake Bran, 5/3; all per cwt. ex Mill. Maize, Kibbled 
and Sifted, 6/3; Cinquintina, cleaned, 7/3 per cwt. bag. 

EGGS . We expect still lower prices for both Irish and 
cheap Continental about Thursday or Priday. Note:- It is 
very desirable to unpack all eggs immediately on receipt, and 
we trust customers will give this matter their attention. 

ORANGES . The demand for Valencias continues steady, and 

prices remain practically unchanged. Extra Large, 420's, 

Gold Papers, 9/3; Large, 420's, 9/-, 8/9; Ordinary, 420*s. 
Gold Papers, 8/3; Murcias, 200's. Gold Papers, 6/3; Extra 
Large, Stamped Papers, 9/-; Large, Stamped Papers, 320's, 8/6; 
Ordinary, Stamped Papers, 7/9; Jaffas, 144's, well coloured, 
8 / 6 . 


APPLES. The few on hand we offer, subject to being un¬ 
sold; - Canadians -- Kings, 26/-; Starks, 22/-, 23/-; Russets, 
26/-; Ben Davis, 21/-, 22/6. Western States Baldwins, 25/-. 
Newton Pippins, in boxes of about 40 lb. nett, 8/6. 

PLOUR . Demand is quiet and there is no great speculative 

activity. At the same time. Wheat is dearer, and it is likely 
that the next change in prices will be in an upward direction. 

We offer Bridgemills at 25/6; Prairie Plower 25/- and Grasmere 
at 24/6 -- all in bags of 280 nett weight. 

MARMALADE. Owing to the partial failure of the Seville 

crop, and the consequent increase in the price of Oranges, we 
are compelled to advance our prices but offer Scotch Marmalade 
(in 2 lb. jars) at 10/- per doz.; Golden Bell, 11/6; Veribest. 
12/-, and Orange Jelly, 13/-. Supplies are limited. 

-oOo- 
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EXERCISES ON FRACTIONS 
EXERCISE 82 

Fractions without Shift Key 

Type the following Exercise at least twelve times. Each of these fractions must be struck 
with the fourth finger. Refer to the chart for the correct fingering of the numbers 1 to 9. Use 
single spacing and set the margin at 12°. The Exercise should be continued so as to include alJ 
numbers up to 100. 

loi 11^ 12i izi Hi 15i 16i 17i 18i 19i 20i 2li 22i 25i 24i 

25i 26i 27i 28i 29i 30i 3li 32i 33i 34i 35i 36^ 37i 38i 39i 

loi Hi 12i 13i 14| 15i 16i 17i 18| 19i 20i 2li 22i 23i 24| 

25i 26i 27i 28i 29i 30i 3l| 32i 33i 34i 35i 36| 37i 38i 39i 

lOf Ilf 12f 13f 14f 15f 16f 17| 18f 19f 20t 2li 22| 23| 24| 

25f 26f 27t 28f 29f 30f 3lt 32f 33f 34f 35f 36| 37| 38| 39f 

lOf Hi 12i 13i 14| 15i 16i 17i 18i 19i 20i 2li 22i 23i 24i 

25f 26i 27i 28i 29i 30i 3li 32i 33i 34f 35f 36i 37| 38i 39i 


EXERCISE 83 

Fractions with Shift Key 

The fractions in the following Exercise, being upper case characters, are obtained by means 
of the shift key. In every case, it is the left-hand shift key which is depressed. Follow the 
instructions given for Exercise 82. 

lot 111 12f 13f 14| 15| 16| 17| 18| 19| 20f 21| 22| 23| 24| 

25| 26| 27| 28| 29| 30| 3l| 32| 33| 34| 35| 36| 37| 38| 391 

lOi Hi 12i 13i 14i 15i 16i 17i 18i 19i 20i 2li 22i 23i 24i 

25i 26i 27i 28i 29i 30i 3li 32i 33i 34i 35i 36i 37i 38i 39i 

lOi Hi 12i 13i 14i 15i 16i 17i 18i 19i 20i 2li 22i 23i 24i 

25i 26i 27i 28i 29i 30i 3li 32i 33i 34i 35i 36i 37i 38i 39i 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 84 

Type the following sentences in groups of five as shown in former Exercises. Set the 
margin at 20°. 

Humanity always becomes a conqueror. 

Art may err, but Nature cannot miss. 

Ask thy purse what thou shouldst buy. 

The best education is self education. 

Let this world be a world of friends. 

Solitude is the best nurse of wisdom. 

Labour has rights and so has Capital. 

What cannot be cured must be endured. 

Judge not according to the appearance. 

Every customer expects good treatment. 

Nations, like men, have their infancy. 

Let truth be in the very heart of you. 

No man is a hypocrite in his pleasures. 

Be wisely worldly but not worldly wise. 

Silence in women is like speech in man. 

Beauty is but a vain and doubtful good. 

Talking and eloquence are not the same. 

Friends are not so easily made as kept. 

Good words are better than bad strokes. 

Work can be got through only by method. 

Clean business is always good business. 

Only to the idle are the days too long. 

Every difficulty brings an opportunity. 
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THE COUNTING OF SIMPLE TABULAR MATTER 


THE COUNTING OF SIMPLE 

TABULAR MATTER 

Tabular and displayed work is undoubtedly the most difficult which a typist may be called 
upon to execute and, at the same time, it is also the most beautiful, and well repays the extra 
care and thought necessary for its successful execution. It must, of necessity, be somewhat 
slower than ordinary straight-ahead typing, but high speed in this kind of work is not expected 
—Acctjbacy is the first and chief consideration. 

The three things necessary for the execution of this class of work are (1) Patience, (2) 
COMMONSENSE, and (3) Correct Arithmetic. With these at command, the typist will ’find 
that tabular work is robbed of its difficulty, and it is surprising how quickly even a difficult 
piece of work can be counted and tjq)ed. 

There should be no need, even with difficult matter, for any trial and error^' experi¬ 
ments : no need to ^*try it first on a bit of scrap paper” The typist who requires to make a 
“ rongh draft” of tabular matter is inexpert and untrained, and the teacher who countenances 
such methods is incompetent. 

A word of advice— Don’t worry about the margins ; the margins will take what is coming 
to them. The first thing is to arrange the columns— the margins will get what is left 

There are many kinds of tabular matter and there are several kinds of tabulators, all of 
which will be dealt with in due course. Meanwhile, let us consider a simple piece of tabular 
work, requiring four columns, such as Exercise 85. And, remember, that although, on a 4to 
sheet, there are 80 spaces available, there is no need to spread the work over the whole page; 
the aim should be to keep the work compact but not crowded. 


THE FORMULA 

The simple formula for coimting any tabular matter is: Count the number of spaces re¬ 
quired in the longest item in each column and add these numbers together. This will give the 
actual number of printing spaces required. Settle the number of blank spaces to be allowed 
between columns and add to the total printing spaces. This will give the total number of spaces 
(printing and blank) required. 

Subtract from 80 the total number of spaces required, and divide by 2. The resultant whole 
number plus 1 will be the starting point of the first column. In other words, having divided 
by 2, begin at the following number. 

Having thus fixed the starting point of the first column, it is an easy matter to find the 
points at which the other columns should begin. Proceed as follows— 

The starting point of the first column, plus the number of printing spaces required in the 
column, plus the number of blank spaces allowed between the first and second columns will give 
the starting point of the second column. 

The starting point of the second column, plus the number of printing spaces in the column, 
plus the number of blank spaces allowed between the second and third columns will give the start¬ 
ing point of the third column. And so on, through as many columns as may be required. 

If this procedure is followed, it will be found that the arithmetic checks itself. 
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THE ARITHMETIC CHECKS ITSELF 

If the calculation is correct, there will be the same number of blank spaces on the right 
margin as there are on the left, or one space less—never more.* 

Let us see how the formula works in Exercise 85. The longest words in each of the four 
columns require respectively 11, 10, 13, and 10 spaces—a total of 44 printing spaces. Three 
blank spaces will be sufficient between columns and, there being four columns, three spaces 
will be required three times; therefore, 9 blank spaces will be required. 44 printing sp^es, 
plus 9 blank spaces = 53 spaces in all. * 

Following the formffia given above: 80 minus 53 leaves 27 which, divided by 2 gives 134; 
the following whole number—14°—is the starting point of the first column. Now, to find 
the points at which the various columns commence. 

The starting point of the first column is 14°; therefore, 14 plus 11 printing spaces plus 
3 blank spaces = 28°, which is the starting point of the second column. 

28 plus 10 printing spaces pliis 3 blank spaces = 41°, which is the starting point of the 
third column. 

41 plus 13 printing spaces plus 3 blank spaces = 57°, which is the starting point of the 
fourth colunm. 

Thus, the left margin stop is set for the first column at 14°, and the tabulator stops will 
require to be set at 28°, 41°, and 57°. 

If the word “ Sutherland,” which is the longest word in the last column, commences at 67° 
on the scale, it will finish at 66°, and 66 subtracted from 80 leaves 14 blank spaces on the right 
margin—the same number as on the left. 


EXERCISE 85 

Set the left margin at 14° and the tabulator stops at 28°, 41°, and 57°. Allow three spaces 
between columns. Centre the heading in the usual way and type the Exercise exactly as shown. 
When the tabulator key is depressed, it must be held down until the carriage comes to rest at 
the desired point. 


COUNTIES OP SCOTLAND 


Aberdeen 

Argyll 

Ayr 

Banff 

Berwick 

Bute 

Caithness 

Clackmannan 


Cromarty 

Dumbarton 

Dumfries 

Edinburgh 

Elgin 

Fife 

Forfar 

Haddington 


Inverness 

Kincardine 

Kinross 

Kirkcudbright 

Lanark 

Linlithgow 

Nairn 

Orkney 


Peebles 

Perth 

Renfrew 

Ross 

Roxburgh 

Selkirk 

Stirling 

Sutherland 

Wigtown 


70 


THE COUNTING OF SIMPLE TABULAR MATTER 


EXERCISE 86 

Type this Exercise exactly as shown. Revise the instructions given on “The Counting of 
Tabular Matter.” The longest items in the three columns require 15, 14, and 15 spaces. If 
three spaces are allowed between columns, it will be found that the columns commence at 
16°, 34° and 51° respectively. Set stops accordingly. But count the matter for yourself so 
that you will become accustomed to the use of the formula. 


ABRIDGED LIST 


of 

HOUSEHOLD GOODS STOCKED 


Aladdin Lamps 
Ashpans 
Bakeboards 
Barless Fires 
Baskets 
Bedsteads 
Blankets 
Butter Coolers 
Cake Stands 
Carpet Sweepers 
Chair Seats 
Clothes Baskets 
Coat Hangers 
Cutlery 
Drysaltery 


Earthenware 
Finger Plates 
Fire Irons 
Fish Kettles 
Floor Polishes 
Flour Sifters 
Glass Ware 
Graduated Jugs 
Hollow-ware 
Hot-water Jugs 
Ironing Tables 
Ironmongery 
Kettles 
Knife Trays 
Letter-Plates 


Mangles 

Message Baskets 
Mirrors 
Pudding Bowls 
"Pyrex" Ware 
Salad Servers 
Steam Cookers 
Table Mats 
Tea Caddies 
Teaspoons 
Towel Rails 
Towel Rollers 
Tumblers 
Vacuum Flasks 
Washing Tubs 


6^(B*X4#) 
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TYPEWRITING: TOUCH AND TABULAR 


EXERCISE 87 

In t 3 rping the following Exercise, allow 5 spaces between columns. The first column re¬ 
quires 17 spaces, the second 10 (except in the “total” line) and the third 10, exclusive of the 
£ sign. The columns should commence at 17^, 39°, and 54°, When the carriage moves to 
posUion for the first line of the third column, back-space one space and insert “£” sign. In 
typing all the other items in the third column, it will be necessary to tap the space bar once, 
there being one figure less in these lines. But it is quicker to tap the space bar than to back¬ 
space. It will, however, be necessary to back-space once to type the totals of each column. 


THE AUSTRALIAN WOOL TRADE 


In the following Statement, showing approximately the 
distribution of sheep throughout Australia at the end of the 
year 1932, the second column shows the number of sheep, and 
the third the value of the "clip". 


New South Wales 

Queensland 

Victoria 

Western Australia 
South Australia 
Tasmania 


55,500,000 
21,161,142 
17,512,394 
10,404,981 
7,713,236 
2,050,000 

114,341,753 


£15,214,000 
7,326,140 
5,491,021 
3,025,003 
2,417,336 
1,600,000 

£55,075,500 


EXERCISE 88 


Using the formula previously given, count out and type the Exercise exactly as shown. The 
date headings commence at the same point as the columns. Allow five spaces between columns. 



1931 

1932 

1933 

1934 

July 

1487 

1492 

1516 

1528 

Augus t 

1523 

1536 

1574 

1562 

September 

1611 

1610 

1612 

1604 

October 

1689 

1673 

1695 

1823 

November 

1705 

1706 

1912 

1940 

December 

1801 

1824 

1923 

1956 
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MONEY COLUMNS IN TABULAR WORK 


MONEY COLUMNS IN TABULAR 

WORK 

In tabular work tho proper method of setting out money columns is to allow one space only 
between the Units of pounds and Tens of shillings, and one space only between the Units of 
shillings and Tens of pence. If there are no tens in the shillings or pence, the space bar must be 
tapped twice 

When a column of figures has to be totalled, the ruling is done by means of the underscore. 
When the last line of figures has been typed, bring back the carriage to the starting point 
of the column; lock the shift key and, without turning up any space, type the line by means of 
the underscore. Then turn up two spaces ; type the total; and again without turning up any 
spaces, underscore the figures twice. The second line of the underscoring is obtained by means 
of the variable line spacer which allows the platen to be moved slightly fonv ard for the purpose. 

The typing of “£ s. d. ” on the top of money columns should present no difficulty. If there 
are not more than two figures in the pounds column, the sign is placed above the units 
of pounds, but if there are three or more figures in the pounds column, the “£’* sign should be 
placed above the middle figure if the number of figures is odd, or one to the right of the middle 
of the figures if the number of figures is even. The “s” should always be above the tens of 
shillings and the “d” above the tens of pence. No period is required after the “£*’ sign, but 
there must always be a period after the *‘s*’ and “d.” 

The following shows the correct and incorrect method of doing this. There can be no ques¬ 
tion as to which is the more compact and workmanlike. 


CORRECT INCORRECT 


£ 

s. 

d. 

£ 

s. 

d. 

346 

17 

10 

346 

17 

10 

285 

6 

9 

285 

6 

9 

719 

13 

11 

719 

13 

11 

437 

2 

5 

437 

2 

5 

£1,789 

0 

11 

£1,789 

0 

11 


Note. In typewriters fitted with the Decimal Tabulator the mechanism only allows for 
one space between Units of pounds and Tens of shillings, and between Units of shilUngs and 
Tens of pence. Therefore, even when using an ordinary machine, there would seem to be 
nothing gained by adopting the incorrect method shown above, as that method would require 
to be scrapped if the student changed over to a machine fitted with a Decimal Tabulator. 

Further, the practice of turning up one line space before underscoring the figures would 
allow of another line of figures being inserted, and it is desirable to turn out typescript in a 
manner which does not allow of figures being tampered with. 
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TYPEWRITING: TOUCH AND TABULAR 


THE RULING UP OF TABULAR 

MATTER 


When a tabular statement such as Exercise 89 is required to be ruled up, the beginner may 
experience some little difficulty, but the following will be found a good plan for insuring that 
the horizontal and vertical lines which enclose the work shall be absolutely accurate. 

The vertical lines should come three spaces before the first character and three spaces after 
the l^t character in the lines of type, and the horizontal lines should be two spaces above the 
first line and two spaces below the last line of the tabular statement. 

Having ascertained the points at which the first column commences and the last one finishes, 
and before commencing the work, subtract three spaces from the starting point of the firat 
column, and at the resultant number strike the period very lightly. Then, by means of the 
carriage release, run the carriage along to a point three spaces beyond the point at which the 
last column finishes, and again strike the period lightly. Turn up two spaces, and commence 
the typing of the statement. 

When the typing of the statement has been completed, turn up two line spaces and strike 
the period at the same points as was done in the first instance. For example, in Exercise 89, 
the starting point of the first heading is 12 and the finishing point of the last heading is 68; 
therefore, the periods must be struck at 9® and 71®. 

Take the paper out of the machine and rule lines from dot to dot, thus enclosing the ruled 
Statement in a rectangle. Once these lines have been ruled, the ruling of the others should 
present little difficulty if care be taken to ensure that the vertical lines are ruled midway 
between the columns, and the horizontal lines midway between the lines of typewriting which 
they divide. A more elaborate system of guide dots will be shown later on. 


INSTRUCTIONS FOR EXERCISE 89 

In the following Exercise, all the headings and columns require the same number of spaces 
(7) except in the case of the first column which only requires two spaces. In such a case, the 
procedure is; Subtract from the number of spaces in the heading the number actually required 
in the column; divide by 2 and add the result to the point at which the heading commences. 
Allowing three spaces between columns, it will be found that the first heading commences at 
12®, and therefore the tabulator stop for the first col umn must be set at 14°, although the 
heading commences at 12®. Guide dots for the ruling up should be inserted, as previously 
explained, at 9® and 71® on the scale. 
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THE RULING UP OF TABULAR MATTER 


EXERCISE 89 


Sum 


Insured 

Class 

1 

Class 

2 

Class 

3 

Class 

4 

Class 

5 

£ 

£ s. 

d. 

£ 

s. 

d. 

£ 

s. 

d. 

£ s. 

d. 

£ 

s. 

d. 

25 

18 

0 

1 

2 

0 

1 

7 

6 

1 13 

0 

1 

18 

6 

30 

1 1 

6 

1 

7 

0 

1 

14 

0 

2 0 

6 

2 

7 

6 

35 

1 4 

6 

1 

11 

0 

1 

19 

0 

2 7 

0 

2 

15 

0 

40 

1 8 

6 

1 

6 

0 

2 

5 

3 

2 14 

6 

3 

2 

6 

50 

1 12 

6 

2 

1 

0 

2 

11 

6 

3 2 

0 

3 

10 

0 

• 

Above is shown the Exercise with 1 
Exercise properly ruled up. 

bhe guide 

dots 

inserted. Underneath is 

shown 

« 

1 the 

Sum 

Insured 

Class 1 

Class 2 

Class 3 

Class 

4 

Class 

5 

£ 

£ s. 

d. 

£ 

s. 

d. 

£ 

s. 

d. 

£ s. 

d. 

£ 

s. 

d. 

25 

18 

0 

1 

2 

0 

1 

« 

7 

6 

1 13 

0 

1 

18 

6 

30 

1 1 

6 

1 

7 

0 

1 

14 

0 

2 0 

6 

2 

7 

6 

35 

1 4 

6 

1 

11 

0 

1 

19 

0 

2 7 

0 

2 

15 

0 

40 

1 8 

6 

1 

1 

1 

6 

0 

2 

5 

3 

2 14 

6 

3 

2 

6 

50 

1 12 

1 

6 1 

2 

1 

0 

2 

11 

6 

3 2 

0 

3 

10 

0 


It is suggested that the student should now go back to Exercise 88, and having typed the 
Exercise and inserted the guide dote as previously explained, rule up the Exercise. Ruling up 
is generally done in red ink. 
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TYPEWRITING: TOUCH AND TABULAR 


The following letters (Exercises 90-95) should be typed three times, in single spacing, 
with margins of 15®, 18®, and 20®, as shown in previous specimen letters. 

EXERCISE 90 

Messrs. Stirling & Maxwell, 

71 Stonelaw Lane, 

Leeds. 

Dear Sirs, 

We have just received a letter from Mr. A. Smith, who is anxious to do business with us in 
the near future. In it he mentions that he has had dealings with you for many years past, and 
has given us your name as a reference. 

We shall regard it as a favour, therefore, if you will be so kind as to let xis know, in confidence, 
whether it would be -wise for us to let him have goods on credit. If you feel sure that his financial 
position is sound, perhaps you would also be good enough to give us some idea with regard to 
the extent of credit usually allowed to him by you. 

Mr. Smith tells us that you are the sole agents in Leeds for the sale of Harrison’s Wireless 
Accessories. We have been approached by this fixm with a view to our taking over an agency 
in this city, and feel that we should Like to have some information regarding the prospects before 
accepting the agency. We shall be grateful if you will give us any information in your power. 

Thanking you in anticipation of an early reply and hoping to be of service to you in the 
future. 

We are, 

Yours faithfully, 


(219) 


EXERCISE 91 

Messrs. Smith & Sons, 

Estate Agents, 

Chester. 

Dear Sirs, 

We have now for some time past been endeavouring to secure a position in the centre of your 
city for a branch of our Stores. We are given to understand that you are the most likely firm 
to put us in touch with the right sort of shop, and we therefore approach you before applying 
elsewhere. 

Perhaps it would be well for us to give you a few particulars as to the kind of premises we 
are looking for. In the first place, it is absolutely necessary that they should be in the centre 
of the city. Then plenty of window space is required for the display of our goods, and a shop 
at the comer of two main streets is desirable. Rent is a matter of secondary consideration to 
us, provided that we get the right situation. 

When you have had an opportunity of considering the matter, we should be obliged if you 
would send us details of any likely buildings, with a statement as to the ground floor area, the 
number of storeys (with floor space of each), and any other necessary details. It would be an 
advantage to us if you could also submit plans. 

We are, 

Yours faithfully, 


( 217 ) 


76 


BUSINESS LETTERS 
EXERCISE 92 

Mr. Ronald Kay, 

39 Newton Road, 

Preston. 

Dear Sir, 

With further reference to the proposed sale of the two houses in South Road, Chester, we 
have to inform you that matters are proceeding very satisfactorily. 

With regard to No. 12, we have had two offers. The first is one of nine hundred and ten 
pounds, payable in cash when the transfer is completed. The second offer is of nine hundred 
and twenty pounds, but in this case the buyer is desirous of pa 3 dng only two hundred pounds 
in cash, and wishes to arrange a mortgage to cover the balance. We should advise acceptance 
of the first figure if, as you say, you require the money as soon as possible. 

We have had several inquiries about No. 14, but these have not brought forward any offers 
to be compared with those for the other house. This is no doubt due to the fact that, although 
the house itself is quite as good, the garden is smaller and has not been kept in such good con¬ 
dition. The best price offered for this house is eight hundred and fifty pounds. We have not 
definitely rejected this offer, but shall await your instructions. In our opinion, however, you 
will do better by waiting a little longer in this casd. 

We are, 

Yours faithfully. 


(217) 


EXERCISE 93 

Messrs. Brown & Smith, 

Electrical Contractors, 

South Street, 

Nottingham. 

Dear Sirs, 

We beg to inform you that we have recently had under consideration the question of instal¬ 
ling electric lighting in our warehouse, offices and showrooms in lieu of the present gas lighting 
installation but, before proceeding any further in the matter, we desire to obtain an estimate 
from you of the cost of carrying out the proposed works. 

We have not prepared any written specification, and we should be obliged if your repre¬ 
sentative would call upon us one day next week, when we could explain to him our proposals. 
Perhaps you will let us know what day your representative will call, and one of our partners 
along with our General Manager and R^ident Engineer will make it convenient to see him. 

As you will appreciate, it is necessary that the alterations should be effected with as little 
inconvenience as possible and, in the event of the work being entrusted to your firm, we suggest 
that you should arrange to carry out the installation during July or August, when many of our 
staff will be away on their annual vacation and the necessity for artificial lighting will be very 
slight. 

Thanking you in anticipation of an early reply, 

We are, 

Yoiirs faithfully. 
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TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 94 

Donald Cooper, Esq., 

98 Oak Avenue, 

Crewe. 

Dear Sir, 

We are in receipt of your letter of the 10th instant, addressed to our Mr. Smith, who, we 
regret to say, is unable to attend to the matter owing to indisposition. 

We quite agree with your remarks concerning the boiler. The representative of the firm 
who made the boiler admitted, in the presence of Mr. Smith and yourself, that it had proved 
unsatisfactory for your particular purpose. The offer made to you, through us, was to take 
back the old boiler and to supply a new one for the sum of Five Pounds. 

They overlooked the fact that it will cost a further Ten Poimds to remove the old boiler 

and fix the new one. We have done our best to assist you in this matter, and we still agree with 

you that at least some of this extra cost should be borne by the makers, since the boiler has not 
proved satisfactory. 

We have forwarded your letter to the makers for their further consideration and will com¬ 
municate with you again when we hear from them. 

We have no information as to the price of the new fire-bars mentioned by you and have 
asked Messrs. Jackson & Co. to quote us by return of post. 

Yours truly, 


(217) 


EXERCISE 95 

Messrs. Roberts & Harris, Ltd., 

932 Kingsford Roa^, 

Portsmouth. 

Dear Sirs, 

With further reference to your letter of the 16th of last month and our reply thereto, we 
have pleasure in informing you that our buyer has reported favourably on the ribbons, etc., 
ordered from your traveller a few days ago. In the circumstances we are pleased to enclose 
our official order for a large supply of these goods, to be delivered in the quantities and at the 
times stated. 

We hope your new department is doing well; it should certainly turn out to be a profitable 
venture if it is run on the lines of your other departments. 

We have recently bought two or three new machines for rapid invoice work, and for these 
we shall require special invoice forms, a rough copy of which we enclose. We shall require a 
very large number of these, and should like to have your quotation for a supply printed to 
specimen, and on paper of a quality similar to our old invoice forms. You might let us have 
quotations for fifty thousand and one hundred thousand. 

We intend having a few hundred diaries printed for distribution to our clients, and we shall 
be letting you have particulars about the matter in the course of the next few days. 

Yours faithfully, 


(218) 
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INDENTED LETTERS 


INDENTED LETTERS 


When part of a letter is to be “indented ” as in Exercises 96-97, the indented part should 
be carefully counted and centred according to the rules already given for ordinary centring. 


EXERCISE 96 


T. Edwards, Esq. , 

12 School Lane, 
Liverpool. 


Dear Sir, 

At the Business Exhibition held recently in your 
city our Mr. Hollis had the pleasure of showing you 
a few of our numerous filing systems, and he tells us 
that you were greatly interested in them. 

As you have not written to us, we think it pos¬ 
sible that the matter may have escaped your attention 
and we therefore hasten to offer you our advice. 

We enclose our latest pamphlet, together with 
booklet concerning the "EASICORD" Book-keeping Svstem, 
and would especially call your attention to:- 

Type S/C for 7x4 cards® £15. 

Type R/C for 6x4 cards® £13. 

We hope to have the pleasure of demonstrating any 
of the systems, either here or at your office. 

Yours faithfully, 

Eacile Piles Ltd. 


Manager. 


Enc. 



TYPEWRITING: TOUCH AND TABULAR 


EXERCISE 97 

In typing the indented part of this letter, five spaces should be allowed between the particu* 
lars and the money column. 


Dear Sir, 


J. SPRAGGAN. 1612 D. 

Herewith I forward Trading and Profit and Loss Accounts 
for the year ending 31st December last. The profit during 
the period amounts to £671-11-4, as shown, to which should be 
added the Tax paid, viz. £21-0-2. My client owns the premises 
in which he resides and where his business is carried on, and 
therefore there falls to be deducted two-thirds of the annual 
value thereof -- £21. 

The item for repairs is made up as follows:- 



£ 

s. 

d. 

Painting shop interior 

10 

0 

0 

Re-setting Purnace 

35 

0 

0 

Refrigerator renovation 

10 

0 

0 

Sausage machine motor 

2 

7 

6 


The balance of'£8-19-0 comprises sundry small items, none 
of which exceeds 15/-. 

I shall be glad to have computation at your early conven¬ 
ience. 


Yours faithfully 


H. M. Inspector of Taxes. 
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INDENTED LETTERS 


EXERCISE 98 

Advice Note 

In typing the advice note, allow five spaces between the columns, which require respectively 
16, 14, and 7 spaces, not cotmting the sign. Set the tabular stops at 17°, 38°, and 57°, the 
being looked upon as the starting point of the second column. It will be necessary to 
back-space once to insert the “ sign in the first line of the money column, and twice to insert 
it in the total. As the first column is set to allow for three figures, the space bar will have to be 
tapped when the figures are only tens or units. 

23rd October, 19 

Messrs. Johnston & Jeffrey, 

Confectionery Works, 

Lower Bridge Street, 

LIVERPOOL. 

Dear Sirs, 

We have to-day forwarded to your address, carriage paid, 

a consignment of empties as follows: - 

10 Cases @ 5/- each £2 10 0 

120 Tins @ 6d. '■ 3 0 0 

240 Small Tins @ 3d. " 300 

12 Cases @ 4/- " 280 

12 Doz. Bottles @ 3/6 per doz. 220 

8 Casks @ 5/- each 200 

Total value £15 0 0 

All the above are in good condition, and we shall be ob¬ 
liged if, on receipt, you will kindly forward Credit Note for 
the amount. 

We are, 

$ 

Yours faithfully. 
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TYPEWRITING: TOUCH AND TABULAR 


INVOICES 

In typing Exercise 99 “Leader Dots,” which must be used sparingly, should be inserted- 
Allowing five spaces before and after the leader dots, it will be found that the left margin com¬ 
mences at 15°, the leader dots at 51°, and the tens of pounds column at 59°. In all but two 
items in the money column it will be necessary to tap the space bar once. 


EXERCISE 99 

James Morrison, Esq., 

Sylvan Cottage, 

Moorborough. 

Bought of 

JENKINS LTD., 
HOUSE FURNISHERS, 
COALBURN 

1 Sobd Oak Sideboard, fumed 

1 do. Dining Table 

2 Easy Chairs, covered Rexine 

4 Small do. do. 

1 Overmantel (oval mirror) 

1 Brass Fender with Accessories 
1 Coal Vase, Oak fumed 
1 Axminster Carpet, 4^ X 3^ 

1 Hearth Rug to match 
1 3-piece Bedroom Suite, Oak 
1 Oak Bedstead, 6' x 4' 

1 interior Spring Mattress 

2 Bedroom Chairs 

1 Kitchen Table, Hardwood 
4 Bentwood Chairs 
1 Kitchen Cabinet 
1 Fender and Fire Irons 
1 Inlaid Linoleum Square 
1 Tea Set, 40 Pieces 
1 Dinner Set, 32 Pieces 
J doz. Fruit Plates 
1 Set Jugs 
1 Set Glass do. 

1 Meat Safe 
1 Bathroom Mirror 
1 E.P.N.S. Coffee Percolator 
1 6-pint Aluminium Kettle 

1 Bread Tin 

2 Coal Scuttles 

1 “Ewbank” Carpet Sweeper 


£ B. d. 
15 0 0 
6 10 0 

7 10 0 
6 0 0 
3 0 0 
2 17 6 
1 16 0 

8 10 0 

2 5 0 
12 10 0 

2 6 0 

3 3 0 
10 0 

1 10 0 
1 8 0 
7 10 0 

1 7 6 

2 0 0 
2 7 6 
2 15 0 

7 6 
10 6 
12 6 
15 0 
18 6 
1 9 6 
15 0 
1 3 0 
1 3 0 
1 10 0 

£97 18 0 


Terms: Net one Month. 
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INVOICES 


In Exercise 100, allow five spaces before and after the price column. The left margin is 
10® and the columns commence at 49° and 64°. 


EXERCISE 100 


Mr. Ronald Morley, 

45 Hillside Grove, 

Shipley. 

Bought of 

BOOKLOVERS LTD. 

Newgate Crescent, 

LEEDS. 


6 “Everyman” Dictionaries 

@ 3/6 

ea. 

£ 

1 

s. 

1 

d. 

0 

4 Oxford Bibles 

@ 6/3 

>9 

1 

1 

0 

12 David Copperfield (Illustrated) 

@ 4/6 

99 

2 

14 

0 

8 Vanity Fair 

@ mi 

99 

1 

6 

0 

9 Sorrows of Satan 

@ 2/6 

99 

1 

2 

6 

18 Sorrell & Son 

@ 3/3 

99 

2 

18 

6 

3 Arithmetic of Commerce 

@3/6 

99 


10 

6 

3 Advanced Accounts 

@7/6 

t> 

1 

2 

6 

3 Exchange Arithmetic 

@51- 

99 


15 

0 

3 Electrical Year Books 

@ 1/6 

99 


4 

6 

6 The Successful Life 

@2/6 

9 9 


15 

0 

12 Pitman’s Shorthand Instructors 

@4/6 

9 9 

2 

14 

0 

6 do. do. Reporters 

@2/- 

99 


12 

0 

3 do. do. Dictionaries 

@7/6 

99 

1 

2 

6 

3 Business Letters for Dictation 

@3/6 

99 


10 

6 

3 Phonographic Phrase Books 

@ 1/6 

99 


4 

6 

3 Company Secretarial Work 

@1/3 

99 


3 

9 

3 Dictionary of Derivations 

@2/- 

99 


6 

0 

3 Seven Pillars of Wisdom 

@30/- 

99 

4 

10 

0 

3 Ghost Tales and Legends 

@ 2/6 

99 


7 

6 

3 Scots Dialect Dictionaries 

@7/6 

99 

1 

2 

6 

3 The Parts Men Play 

@7/6 

99 

1 

2 

6 

3 The New Reciter 

@2/6 

99 


7 

6 

3 Day of Wrath 

@3/6 

99 


10 

6 

3 Adam Bede 

@7/6 


1 

2 

6 

3 Loma Doone 

@7/6 

99 

1 

2 

6 

3 The Fringes of Edinburgh 

@3/6 

99 


10 

6 

3 The Grey Shrines of England 

@7/6 

99 

1 

2 

6 

3 The Cloister and the Hearth 

@7/6 

9 9 

1 

2 

6 




£32 

3 

9 


Terms: 2J% one Month. 


83 





TYPEWRITING: TOUCH AND TABULAR 

EXERCISE 101 


Messrs. Williams & Dent, 

317 Belmont Street, 

Sydney, 

NEW SOUTH WALES. 

Dear Sirs, 

In reply to your further enquiry of 17th March, we have 
pleasure in appending for your further guidance a note of the 
terms which are applicable to our export trade. 

1. Prices are quoted ex-Eactory, but shipments value 

£100 and over are delivered f.o.b. London. 

2. Orders may be considered as booked at the prices 

at which they are tendered upon receipt of con¬ 
firmation of order. 

« 

3. Packing cases are charged extra at cost, but each 

clock or movement is enclosed in a carton, free 
of charge. 

4. All goods are fully covered by insurance on Buyers \ 

account, unless instructions are given to the 
contrary. 

* 

« 

5. Unless otherwise arranged, payment must be made 

by Sight Draft accompanied by Bill of Lading. 

It is preferred that customers provide for pay- , 
ment against delivery of shipping documents in i 
London. 

« 

6. All clpcks manufactured by this Company are guar¬ 

anteed for a period of 12 months against defects ^ 
arising from faulty workmanship or material. j 

It must, however, be distinctly understood that we cajinol 
under any circumstances accept liability for consequential ^ 
damage occasioned by the use of our products. ^ i 

Yours faithfully, 

AKURATE clock CO., LTD. 
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Accottht sales, 25 
Accuracy, 2 
Accurate centring, 27 
Additional signs, 25 
Addressing, indented, 37 

- of envelopes, 37 

Alignment, 6 

Allowing for margins, 43, 53 
Ampersand, 17, 25 
Apostrophe, 17, 25, 27 
Arabic numerals, 14 
Arithmetic checlu itself, 70 
Asterisk, 26 

BaOKINO'SHEET, 1 

Back space, 26, 72 
Bell, setting to ring, 43 
- trip, 1 

Block addressing, 37, 41 
Brackets, 17 

Capitai/S, 2 

- , spaced, 27, 28, 37 
Caret, 26 

Carnage, 1 
Cedilla, 26 

Cent, 25 • 

Centring, 27 

- point, 27, 29 

- with wide margins, 29 

Chart, 1, 8 
Colon, 17, 25, 26 

- and dash occurring together, 31 
Co., Ltd., 37 

Commercial signs, 17 
Continuation sheet, 44, 52 
Counting of tabular matter, 69 

Dash, 20 

Decimal points, 27 
Decimals, recurring, 27 
Degree, 27 
Diagonal, 20, 25 
Diaresu, 26 
Dictator’s initials, 44 
Ditto, 25 
Division sign, 26 
Dollar sign, 26 

Emolosures, 44 

Envelopes, addressing of, 37, 41 

Equal margins, 42, 43 

Equation, 26 

Errors, 31 

Esquire, 37 

Exclamation mark, 26 
Factob’b list, 57 

Figures, correct and incorrect methods, 73 
fingering of, 14 
the typing of, 14 
Vmgerihg not interchangeable, 14 
-Vbnatila for counting tabular matter, 69, 70 
‘W9tfons. 23, 67 
FSiU stop, 5, 0 


Guide dots, 74, 75. 82 
- keys, 2, 7 

Haxf-spaced letters, 27 
Headings, how to centre, 27 

-, printed, 44 

Hints and instructions, 31 

Home address, method^ of typing, 44, 48, 49 

Home keys, 2 

Hyphen, 14, 20, 25 

Inches, 25 
Indentations, 31, 43 
Indented letters, 79, 80 
Initial capitals, 5 
Inside name and address, 42 
Interrogation mark, 17, 31 
Inverted commas, 25 
Invoices, 82, 83 

Leader dots, 82 
Letter, body of, 42, 43 
- headings, 42 

- with numbered paragraphs, 84 

Letters, indented, 79, 80 

- in double spacing, 47 

— on octavo, 59 

-, repeated, 8 

-, setting out of business, 42 

- in single spacing, 45 

Libra, 17 

Line space lever, 1 

-regulator, 1 

Lower case, 2 

Mahino of fractions, 52 
Margin, stop, 1 
Margins, equal, 42, 43 

-, regulation of both, 56 

-, varied, 43, 63 

Market report, 65, 66 
Menu, 30 
Minus, 25 

Money columns, correct and ineorrect methods 

typing, 73 

- ■■ in tabular work, 73 

-, sums of, 20 

Multiplication sign, 25 

NUMERA1.S, Arabic, 14 

Octavo letters, 59 

- paper, typing on, 33 

- sheet, 29 

Paraoraphiko, 31 
Parentheses, 31 
Per cent, 17 
Period, 17 
“Personal,*’ 37 
Phrases, short, 6 
Plus. 26 

Printed headings, 42 
“Private,” 37 
Programme, 58 
Punctuation, 31 
- marks, 10, 31 
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TYPEWRITING: TOUCH AND TABULAR 


Quarto sheet, 29 
Question mark. 17, 31 
Quotation marks, 17, 25, 31 
Quotations, 31 

Recurring decimals, 27 
Regulation of both margins, 56 

- of right-hand margin, 43 

Repeated letters, 8 
Right-hand margin, 43 

Salutation, 42, 43 
Seconds, 25 
Section mark, 26 
Shift key, 2, 4, 23 

-. instructions on use of, 4 

-, lock. 18 

Signature, 42, 43 

Signs, additional, 25 

Solidus, 17, 20, 25 

Spacing after punctuation marks, 31 

Space bar, 2, 3, 9 

Spaced capitals, 27, 28, 37 

Speed, 2 


Speed sentences, 11 
Star. 26 

Starting point of column, 70 

Subscription, 42, 43 

Sums of money, the typing of, 20 

Tabular matter, coimting of, 69 

-, the ruling up of, 74 

Tabulator stops, 44, 47, 70, 71 
Tabulators, 69 

Thumbs, use of, alternately, 5 
Touch. 2 

“Trial and error,” 69 

Underscore, 17 

-, exercise on, 18 

-, use of, 18 

Upper case characters, 5, 17 
“Urgent,” 37 

Varied margins, 43, 44, 53 
Vertical lines, 74 

Wide margins, centring with, 29 
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